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Cover: Today's typical office employee works in a large office 


Bie 


e Employee trend is to large offices—survey shows 
@ “Office of the Year” winners—what do they look like? | 
@ You can’t plan too carly —u hen office layout is involved z 
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that no amount of office abuse 


will dent, deform or disfigure 


Now you can have office chairs with a_ virtually 
damage-proof base—a base that will never have to be 
refinished because there’s no finish to be refinished. 
It’s a solid, one-piece, molded fiber glass unit that 
will never need more than a wipe with a cloth to keep 


it looking like new. 


Your Sturgis dealer is now showing both executive 
and stenographic chairs with fiber glass bases. What’s 
more, these chairs may be selected with the visible 
steel parts finished in STURLON‘, the extraordinary 
new finish which has 10 to 20 times the abrasion 
resistance of other finishes, is warm to the touch and 


is non-corrosive. You can’t beat that combination! 


Self-leveling 

The flex characterist'cs of this 
fiber glass base are such that 
regardless of the unevenness of 
the floor, the occupant’s weight 
keeps the chair absolutely level. 


— ————«, 


Cures ‘‘foot-trouble”’ 
Office workers are prone to in- 
flict scars and scuffs on chair 
bases. But a fiber glass base is 
a sure cure for this sort of 
“foot trouble’. 


ZR» 


' 
Noiseless! 
The sound deadening charac- 
teristic of fiber glass insures 
virtually noiseless movement 
of the chair, even on rough 
and uneven floors. 


PO 
‘ 
Vv / 
Smart, beautiful patterns 
The glass fiber formations 
produce a pattern of distine- 
tive beauty~ introducing a 


brand new decorative note 
into office chairs. 


THE STURGIS POSTURE CHAIR COMPANY . STUUR MICHIGAN 


For complete information and the name of your nearest dealer, Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 


oa : es c 
i a | 
7. R L/ ‘ 
iis \ } \ ¥ 
i ag \S \ { | * 7 
tae \ ' eis: , : 
1 : NN \ pg ' \ Mw Ow 
i a y : 4 a4 a ip ia Me 
wt oaks ee 2 sak pee Sot © 
cae . aie ae ¥ +A ie 
ira J ' ' > se pats es eae oe i 
iN: $i 3 ’ ai | = 
a =e ae Oe . ae 73, ; _ 
Fd Another great STURGIS achievement: 48 i, ae Z 
: 4 “ oe % - , Be , 
Bad ' ee Ye Be ; 
oy s . . ; — ; 
fr Steel office chairs with Ti 
ay eee A . . 
{? i> ve nf , 
ate Rei te | 
; 3 i, « ~ ts ~ | a <A é 
eo Ter fa, Wi 9, “/ SE NE > j ‘s 
L i a NA ty V4 H YA ¥ { 4 SS cat Rice Seger’ Z ope 
yt ’ ’ ihe % ih ‘ i 72, = Ay 4 oh -_ . \ “ ‘ ~~" é ‘ oh f 
ep 4 j i sah ri 9, a he Y fi (7, OFeN Cai) i bey OY (> ig? Se ‘ ae eS ne 1 x ee. 3 the 
ie ee aon MY | N' 1) ry) ry mi wee, "A Ly A aoe (| tae s ~s = sD . co 2 F ‘ 
olin. & | A/a YZ WN vile y ne " MD AL “(eS Sy = Bes: “esl al eons 4 
ie 4 pe moon A id yi 4) Al og) whom a fh mys et € Ate mx > tA Fe 
aie On Wed! “oes Gf WAI id 4 xa’ weil “Sar Ue Vey 2 — Nt » + . #24 ie .,  "/famen 
iM ye > +4 \ e py 7 fd ia 4 f ¢ s - 
Pe A i hi fuc * , Yes fs ’ Mj if i 
= RNs — + > ues ¥ a NS \ 4 A de Re F 4 ss 

i) _\ a2 ‘mh Xa ‘i hat M 

ae a . 3 we { ) y . Pai oe AS Is fi . 
ae eS Sig hei 
ae £4 Z MP ye 7 
ye ; ty, Y ‘of AY. z 
= a ‘y A (/ 
it " a . J : ‘ x aU, ff : 
= Sale. A a " 
“ Ga \ 

foo “e Pa \ i 
Ae L, ¢ 
me : 

: eal fi , 
nan Rie 4 - \\ z : * 
a Doe ee. 
re at. a 

: - f 
ee - 
na aa | 
Oe a 

e “ oc 

’ > 
lg Zz jel —T 
Bh bd 6 
eee 
te . 
ARR ee 
. hs PI cn See . 
ae | ee, See PS 

ag YY aay | bone ea lp f 
: "i 4 berg hens ts a 
ee | TY posture cHAIRS i 
of Bones \ > Cat 24 eh Ee yr 3 ‘ 

a ig a Cae 2 ‘ q 

“Dae a -— oe 

af eg (“aaa ne ic a wi le 

a a . : — ete S ie 

_ eee eee eee eee eee a 

Pits 

i | 

Cas " 7 
en aN id 
e ; ; ; “i t : in ce = i - ae ao sf y 4 3 
; qj : 4 av Aa a ae e A i ae ea R 2 + i * a ae if ee aa: - 
ee er 15 us ne 2 e Pi sh NY Be eM! ER ig Pee " He 
? = ee i a a: : yi oe — Ay a re i ‘ . = 
. \ pis cm : ; 
= a m1 : il > a ‘ 5 } 


Director's Room—TInternational Harvester Co 

nstalled by 
fice Equipment ( 
} y 


( hicag silty 


Vlentified 
Wi th, 


ea ership 


STOW & DAVIS 


EXECUTIVE FURNITURE MANUFACTURERS 


GRAND RAPIDS, MICHIGA 
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A WORTHWHILE INVESTMENT. Considered in 
the light of actual dollars and cents returns... 
a finely furnished executive office constitutes 
an extremely worthwhile investment. Let us show 


you how really economical this investment can be. 


Macerw fowler 


INCORPORATED 


NEW YORK BOSTON 


305 East 63rd Street 150 Causeway Street 
TEmpleton 8-5900 Richmond 2-1800 


Fine Executive Furniture in Both Wood and Steel 
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® THE ABC and ABP symbols 
appear on this page in every is- 
sue, in token of Office Manage- 
ment’s membership in the Audit 
Bureau of Circulations and the 
Associated Business Publications. 
We repeat them, enlarged, this 
month to signalize the fact that 
October is ABC Month, when 
Office Management and other 
leading business papers are em- 
phasizing the meaning to readers 
and advertisers of these two hall- 
marks of publication quality and 
achievement. 

ABC, testifying to sound, satis- 
hed readership as revealed in im- 
partially audited paid circulation, 
and ABP, indicative of coopera- 
tion with 150 other 
audited paid circulation publica- 
tions in enhancement of editorial 


close to 


and advertising values, are as sig- 
nificant on a business magazine 
as Sterling is on silver. 


office 
management 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


october, 1953 


Volume XIV No. 10 


in this issue 


Quality or Number? (Editorial)... --. 


Over half of office employees work in larger offices 24 


Office of the Year Winners—what do they look like? 26 


National Business Show has record number of exhibits 


me OS eee eee ee eee re (i. +svene a 28 
More profit—less paper (Part 2)---------- 30 


by Joseph W. Lucas 


You can’t plan too early 
by Kenneth H. Ripnen 


Specialists to analyze office management problems at 
AMA conference this month -- 


Tools of the office series 
This month: file cabin 


Case of the month .----.-) «----0-- wees 


Of interest from Washington 
by Larston Farrar 
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Published monthly by GEYER PUBLICATIONS 
Andrew Geyer, Inc., Publishers since 1877 


212 Fifth Ave., New York 10, MUrray Hill 9-4411 


branch offices 
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METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 


STEELCASE 


can make your office look like this! 


You get efficiency—as well as beauty—that pays off in a 
big way when your office is equipped with Steelcase. 
Through Steelcase engineering and planning 25% more 
employees can be seated in a given area. Users report 
gains as high as 35% in work output. 

The interchangeability of Steelcase desk tops, drawers and 
pedestals allows you to meet changing job requirements 
immediately. Increased filing capacity is yours, too, in less 
space than normally required. 

You'll recognize instantly the favorable affect of Steelcase 
styling, color and beauty on customers and employees 
alike. 

With all this, Steelcase saves you money with its lifetime 
construction, 


These are just a few reasons why leading national organ- 
izations are standardizing on Steelcase. Ask your local 
Steelcase dealer for their names. 


ET Look for your Steelcase dealer in the 


“Office Equipment” classification 


of your phone directory. 


For new ideas in office planning, 
write for ‘Tooling Up Your Office”’ 


STEELCASE 


Business Equipment 


OFFICE MANAGEMENT 


“Modular” insurance plan 
introduced by Mutual 
Life of New York 
An unusual employee benefit plan 
which promises to help out small and 
medium-size business firms has been 
introduced by The Mutual Life Insur- 
ance Co. of New York. The program, 
which offers insurance, pension plans, 
and other benefits, is called “Module 
Multiprotection.” This program uses 
the module principle, familiar from the 
example of modular furniture, in 
which a few standard basic elements 
can be combined to meet an almost 

infinite variety of patterns. 

Mutual’s president, Louis W. Daw- 
son, listed six benefits available under 
the plan. These are: 

1. Life insurance which, at the death 
of the employee before retirement, can 
give his beneficiary a cash payment. 

2. Monthly income and cash payment 
to widows of employees who die before 
retirement. The widow's pension is 
considered to be a unique feature. 

3. A pension plan that gives the em- 
ployee himself a monthly income after 
he retires. 

4. Liberal benefits if the employee 
leaves the firm before retirement age. 

5. Benefits in case the employee is 
disabled by sickness or accident. 

6. Integration of benefits with Social 
Security and existing insurance, so that 
benefits under the new plan supple- 
ment the income from these other 
sources. 

Among the special features of the 
new program is the fact thai employees 
can enter the plan up to the age of 70. 
Moreover, family income benefits and 
family hospital benefits are available to 
raarried men. As for the employer, the 
cost of the plan decreases as the 
amount of coverage and number of 
persons covered increases, because 
lower premium rates per unit are 
charged. 

Mr. Dawson added, “Module can be 
tailored to meet the different present 
reeds of individual employees. A con- 
formity to needs provision allows for 
changes and additions to the original 
plan, and for larger amounts of cover- 
age later, in accordance with the chang- 
ing needs of individual employees. The 
plan is so flexible that it can be inte- 
grated with existing life insurance or 
with other insurance such as Blue 
Cross, Blue Shield, group casualty, and 
Social Security. Thus, Module offers an 
employee the inherent advantages of 
ar individual policy, and the added ad- 
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Free your office 


from typing fatigue 


Typing fatigue is costly in any office . . . in 
needless errors, in lagging speed, in wasted 
supplies, in drooping spirits. But you can free 
your office from these expensive handicaps by 
installing IBM Electric Typewriters! 

IBM’s remove the cause of typing fatigue 
. .. they have the lightest touch, the easiest 
keyboard slope . . . even the carriage is re- 
turned and spaced electrically. 

More and more offices today are stand- 
ardizing on IBM’s because they find more 
work gets done faster, and looks better. Office 
morale is higher, job turnover lower. Wouldn't 
IBM’s be a fine thing for your office, too? 


ee ee 
isd Biss ui 


: 


IBM, Dept. MG-2 
590 Madison Avenue, New York 22, N. Y. 


Please send illustrated folders on IBM 
Electra Ty peu rifers. 


i= I'd like to see the IBM Electric Typewriter. 


Name 


Company 


Address 


INTERNATIONAL BUSINESS MACHINES City 
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PANY; 
AND oF 
FURNITURE Divi a } 


entering a new era 


of office furnishings 


Come now to Field’s Contract and Office Furniture Division's 
enlarged and remodeled showrooms where you can choose 
from a complete selection of both traditional and contemporary 
office furniture— unsurpassed anywhere. 

Our extensive display, along with our expert designers and 
decorators, provide the combination that can make your office 
the utmost in taste, efficiency and practical sound planning. 
Whether you need a few replacements or additional pieces of 
furniture or a complete new office, we have the facilities to do 
the job through every phase. 

Whatever your needs in office furnishings—desks, chairs, 
files, floor coverings, draperies, reception and lounge furnish- 
ings, etc.—look to Field's for quality merchandise and com- 
plete service. 

Our reputation is backed by a long, outstanding record of 


furnishing offices of every description. Come, call or write... 


MARSHALL FIELD & COMPANY 


contract and office furniture division 
MERCHANDISE MART, CHICAGO 54, ILLINOIS 


Furnishings and Supplies for Hotels, Motels, Clubs, Theatres, 
Restaurants, Hospitals, Institutions, Schools, Banks, Offices, Air 
Lines, Railroads and Steamship Lines 


vantage of acquiring ‘tailored coverage” 
ou a lower-cost mass basis.” 

Two other factors that contribute to 
reducing the cost of this program were 
pointed out by Mr. Dawson. One ot 
these is the fact that a custom-made 
program such as this avoids most of the 
excess coverage that would usually re- 
quire excess charges. 

The other is the recent installation 
of new electronic equipment which 
permits enormously involved calcula- 
tions to be made at unbelievable speeds. 
“Without such machinery,” said Mu- 
tual’s president, “the man hours in- 


| volved in computing and servicing this 


plan would make the cost of Module 
prohibitive.” 

Two pictures of Mutual’s latest elec 
tronic installation appeared on page 39 
of the September issue of this maga 
zine. 

The company reports that the new 
plan has had immediate acceptance 
from small business firms all over the 
country. It is considered to be particu 
larly appealing to the smaller busi- 
nesses which cannot afford to pay for 
the benefit programs which so often 
lure employees away to larger organi- 
zations. The group insurance tech- 
niques of large companies, Mr. Daw- 
son observed, are often unsuited to 
smaller companies and are frequently 
beyond their financial means. The new 
plan is designed to correct this. 


Records management group 
to meet in Chicago 

Record Controls Inc. of Chicago has 
scheduled its 22nd annual conference 
on records management for Friday, 
October 9th at the Edgewater Beach 
Hotel in Chicago. 

Dr. Robert R. Shaw of the U. S. De- 
partment of Agriculture will talk on 
“A New Machine to Sort Out Subject 
Data Mechanically.” Other lectures 
will be “Measurement and Simplifica- 
tion of Office Work,” by Henry C. 
DeWitt of Pittsburgh, “Retention 
Problems in Connection with Old Rec- 
ords” by Harold T. Arnold of the 
Great Lakes Corp., and “Good Rela- 
tions in Business” by William H. Hig- 
ginbotham of White-Rodgers Electric 


| Co., St. Louis. 


“Why Work in a Records Room 
Appeals to Successful File Supervisors” 
will be the subject of a panel discus- 


| sion. The luncheon speaker will be Dr. 


Norbert J. Scully of Argonne National 
Laboratory. Dr. Scully will discuss 
“Peacetime Uses of Atomic Energy.” 
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Survey discloses increase 

in personnel workers 
A higher percentage of persons are 
now employed in personnel work than 
a year ago, according to a survey con- 
ducted by Dale Yoder and Lenore 
P. N. Wilson of the University of 
Minnesota Industrial Relations Center. 
This is a reversal of the previous trend. 
The results of the survey were reported 
in a recent issue of Personnel, a pub- 
lication of the American Management 
\ssociation. 

The figures were expressed as per- 
sennel ratios, showing the number of 
persons employed in personnel work 
per hundred employees. In January of 
this year, the arithmetical average of 
all ratios studied was 0.74 and the 
median was 0.80. 

A year ago the ratios averaged 0.61, 
which was the lowest reported in any 
of the six yearly surveys made so far. 
The 1951 figure was 0.75, and the 
trend at that time had been steadily 
downhill from the 1948 figure of 0.81. 
The highest ratios this year were found 
among banking, financial, and insur- 
ance firms. 

At the same time, the average sal- 
aries of the top staff members in per- 
sonnel and industrial relations in- 
ceased about four per cent during 
1652, not including bonuses and other 
supplementary compensation. Almost 
65 per cent received supplementary 
compensation, and this averaged $1,881 
within that 65 per cent. 

Top-level personnel staff members 
described themselves as holding 78 dif- 
ferent titles, of which the most fre- 
quent title was Personnel Manager or 
Personnel Director. Of the 563 top ex- 
ecutives surveyed, 293 held such titles, 
while 21 were vice presidents. 


Accountants meet in Chicago 

October 18 through 22 

The American Institute of Account- 
ants will hold its 66th annual meeting 
at the Palmer House, Chicago, Octo- 
ber 18th through 22nd, it was recently 
announced by Jay A. Phillips of 
Houston, Tex., president of the Insti- 
tute. 

The principal speaker will be Meyer 
Kestnbaum, president of Hart, Schaff- 
ner & Marx, and chairman ot the 
Committee for Economic Development. 
Other speakers will be T. Coleman 
Andrews, Commissioner of Internal 
Revenue, and Walter J. MacDonald, 
president of the Canadian Institute of 
Chartered Accountants. 


October, 1953 OFFICE MANAGEMENT 


Carbon-Feedmaster attachments for carbon 
feed control are now available for all type- 
writers and for IBM electric accounting 
machines. Ideal in preparing master sheets 
for fluid process duplicating machines. 
Through use of a Feedmaster Carbon Roll 
and continuous Feedmaster Forms, handling 
of messy carbon sheets and ribbons is elim- 
inated. Clean, crisp masters and perfect 
copies are produced in less time. Carbon 
cost is cut 80% or more! 


Carbon feeding is controlled independently 
of form feeding. Each line space of carbon 
is used, regardless of how writing is spaced 
on the original. Feeding and re-winding of 
the inexpensive carbon rolls is completely 
automatic. Carbon feeds one-sixth inch 
for each line typed. No carbon is fed 
when line-spacing or ejecting form. No 
unused carbon is ever wasted! 


Investigate Carbon-Feedmaster now! See this remarkable 
equipment demonstrated. Write for illustrated literature. 


CARBON-FEEDMASTER CO. 
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Finger grip never touches 
ink. No chance for ink to 
touch you. 


@ Fountain base ‘‘ink- 
locked” against acci- 
dental spillage. Only the 
pen unlocks the ink. 


Fountain base holds 40 
times more ink than | 
ordinary fountain pen. ~ 
Won't leak. Won't flood. 
Easy to clean as a saucer. 
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CHOOSE the right point for the way you write...by number 


Here’s a desk pen that’s always ready to 
write the instant you pick it up—a full 
page or more without redipping. Pen auto- 
matically fills itself from ink fountain in 
the base. Fountain base needs filling _ 
4 times a year in normal use. 


ASK YOUR STATIONER FOR A DEMONSTRATION 
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ALL YOU DO 


DESK PEN SETS Z 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd. 
92 Fleet St., East; Toronto, Ontario 


COPYRIGHT 1953, THE ESTERBROOK PEN COMPANY 


ONLY A FEW OF THE MORE 
POPULAR POINT STYLES SHOWN 


10 
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AMA continues seminars 
on office management, 
personnel subjects 

The American Management Asso- 
ciation will continue its series of semi- 
nars in office management and person- 
nel subjects with a series of meetings 
in New York and Chicago during 
October, November and December. 
These sessions are part of the Associa- 
tion’s 20-week fall program of semi- 
nars covering all phases of manage- 
ment. 

In the field of office management, 
five seminars are scheduled to meet 
from November 30 to December 2 at 
the Association’s Management Center, 
330 W. 42nd Street, New York. 

One of these groups will study rec- 
ords management and forms control. 
This will include records surveys, prin- 


| ciples and criteria for filing systems, a 


discussion of centralized versus decen- 
tralized filing, administration of the 
filing function, and problems of per- 
sonnel in performing the filing func- 
tion. 

Other aspects to be treated are prin- 
ciples for records retention, schedules, 
record storage, establishing the forms 
control program, standardizing forms, 
establishing criteria for forms design, 
aud surveying continuous forms. 

A second group will examine the 
subjects of work measurement and in- 
This will consist of 
yses of measurable and non-meas- 
urable types of office work, degrees of 
measuring, and the prerequisites to a 
measurement program, including anal- 
ysis and problem identification; organi- 
zation and function surveys; procedures 


centives. study 


anal 


surveys; and process and operation 
surveys. 
In addition, this seminar will deal 


with stafing and timing the program: 
work content, including the setting of 
standards and examining the results; 
pro and con incentives; and the devel 
opment of incentives. 


The third seminar will deal with 
production planning and control in 


ofhce operations. Listed for discussion 
is the subject of planning, with empha- 
sis on overall and detailed organiza- 
tion and on the problems of analyzing 
the work possibilities. Standardization 
will ¢ including the 
determination of time and volume, and 
analyzing sequences. 

Also to be discussed is the subject of 
dividing the flow of work, with an 
analysis of patterns and the improve- 
ment of methods. Control problems 


ilso be examined, 
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GF will double his MEF* 


Your executives and department heads deserve the prestige 
that goes with GF’s MODE-MAKER desks 


It pays you worthwhile dividends 
when you seat your key men at hand- 
some GF Mode-Maker desks. Their 
increased morale steps up their enthu- 
siasm as well as their efficiency. 


GF’s Mode-Maker keeps its good looks 
for a lifetime. The cost, compared to 
any one of your men’s salaries over a 
10-year period, is insignificant — far 
less than 1%! That's a low-cost, big- 
return investment that appeals to all 
practical businessmen. 


Mode-Maker is America’s leading line 
of business desks. Choose from many 
models for private or general offices... 
they're all as efficient as they are 
good-looking. 


Learn how your small investment in 
Mode-Maker desks for your employees 
will repay itself many times over. Call 
your nearest GF distributor or write 
The General Fireproofing Company, 
Dept. 0-22 Youngstown 1, Ohio. 


Good metal business furniture is @ good investment 
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* WIORALE FACTOR 


- GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 


2 ¥ Pr z pele Me a’ * er CER eS a Sa oe cm OF | we : . ae a aa ee.) . ae cag ES ,%, Pe sh ng © ie 
vie Cia waht ae i) ee Scam ea RP oe 
eas ie. eS b a. ao: eee ae Man ek? eee, Re oe 

Weer 
died 
PVA 
ae 
ie 4, a rl . ; : : Ae 
- z eee y \ i , pi 
77 Ve a? oe \ ww Se 1° = he 
A “5 ;  & ir. Ft a 
' : : or : - & Pt ae 
a 
\ ae Pag a "x 
' -_ me oe oe | —— eS ; } 
4 > “ canes 3 ae ; Ae 2 
. i + “——- hl : : 
: : j eran 9 oe a ee 3N\ cal 
* » a PA P - pA “ag i] 
ee " 4 y ; 5 Se 4 5 | oy > 7 aay . 
.> 7 , aes | eine i wr] , Balt 
, aa q 8y re a | /1 } | ae 
ag “ 3 4 4 4 yd | r a leet. i & 45 
bh . | ; Ay to 3 jo ah 
* 2 PS es | aS 4 Q Girne ‘. " ea - a) 
i 2 a) + é aig 4 el idl 
a ie . ‘a a | i 
. = Me a) 4 See 4 4 z : 
a Es ls | Bey ’ _—— . er = se 
: ’ Sie y ' 4 Bay! 
" re i - ——— > 7° 
zg . ~~ Bi 3. og ‘ee : ma + 
> ae oe ; “i = ya 
= = gene tae eran oe . ;- ae eS > ia Sa. 
ee % al eee A * ek: < i . id — —_—_ A: oi — - tr ee re ha 
. 7 rie nee r » . ee ss > cs . rs ie Py pt) : 
id ~ ie ge, Pa. te ge. Ee ae ——— 4 ——. 4 Pee 
" , Mal Arr ph oF eee a all — 5 bie 
‘ ' Bae ec capes S eee aft 
Tey Ae See ca eee ‘ ; Eee s, 
7 SS, &. p a. oe ; ¥ 4 ag Re 
Ce. ae — ee ee : 
é ae Wee ae a ' AE aes 
‘4  — ; ‘ er, ; Fi 
" ie 3 ~ +l ‘see: Ni Li fy, 
ri 5 i % q 3 P . ve 
ay i aes ce 3 om : i A aj . x 
4 4 rds i oe et oo sy is ¥ Ny % 4 
wis . ei me a) ia ai ier" A tu 
. oo ha Vath sig +: 
raibenems ne! tg ding a ve 4 ¢ ria f r : Be 
. ae @ we ay om : ‘i : 8 
ri ” oe Pr hed + sg ay 
5 “* ae ae eS a one? © > er 
BM geet oc, a a ay : 
| en 4 x +4 
oe ee tia inf y Pay 
si ‘ Paget  e 2 - ew 2. 
Pe] s . 2a bert ae i : Zine 
ie i Seles an q mye 
$ Ke r tog ge a ‘ ‘i ; / fe 0 
(= i oe ee es : rey ss ’ ¥ - re 
“~ Be. ES es -# Ae, “7 “ . Te 
ote eae oa af a.) } 
“CS aie Pie ee ee _ ae ae . a 3 Alay 
Ste aited : ee on Dit: ae Sy ee. ' £ ah’ 
' gel “* ee 4 le “ ’ ’ a a ‘ Gates © 4 ~ 
77 ors, ela ae “ cs”. nt ey Ree { y iE lle 
; i ee rd eke mits ai eo ce, SS BS 
a aaa - Sahara Lf ER Seaes? ag bad P Aa 3) oa 
i re Gk eee le ie ot ae 
i nk Bie > RS ee ie ‘ i‘. 
ie, 4 Wear y ol io a ; - rt Fed i " : 4 
: iS z Z ? . a 3. ee ae ae sia fi : i .") ee 
Ee eo i are ine: ay 4 % a mt OG 
_— =~ Se ome Baw 43 
7 ew “a e i," se ey 4 i wes . ae a y bes ‘. a F: ay re a . iR a af. : Sk 4 i 
a ie <n oe Bits , 2 ae <ide wee y oF ° Pa Prise.’ 3, . F pe 
| . r oe? 7 : a 4 od eae) i aaa an, ‘ ’ Lee ’ a 
4 a biel me 2) ras 2 ree eae : oa: ga aa Ae : yas . i 
mT " 4 we ‘ af : Wey. 2 "a * is pais a | 
. . ze ie pe: ee = ": ¢ a eae By aaa vd i\, J % i * te 
, ie P ai: ieee “78 tl Z + ae. AE ox ap ae: oF . ee Se) peat 
7 € 
Pe i). 
moa! 
a 
| at 
| 
ie 
si wal 
és 2, 
" ce Y 
a 
hr. 
beret 
aay 
Bre 
® 
as 
~ aa 
yi * 
aa 
Riga 
Nn ye #3; 
? : eS 
Me 
4 ; 
4 
' 
} j 
H ‘ 
t Pe es 
Ke 
nw 1 % Ra 
ame 
4 a 
P| CC | iy 
z — 
aa? a 
* if 
' Shoe 
i Lise 
y ea wate 
1S Ae eae i at Mh Bing ea Seen, Re OP a Ar a : Py am a hee i Ls 
“gaeaen # oe ee 4 ae th, a ee 
a cee Speer 5 a , " ae eo ae ba ne a I a. ae Set be beste <: ae oO se = ‘ Cee 2. 
at A , J ‘ é “Pe aad ee ps . . ., m4 a ui so ¥ “ ‘ i: 
‘ 4 ~ i 


| “Can you make copies of this ruled form?” : 


“How about using three colors when A 
you make copies of this bulletin?” 


“Any chance for 500 post cards right away?” 


All the kinds of copies asked for above and all the 
kinds of copies listed at the left can be made with 
any one of the A. B. Dick mimeographs—from the 
low-cost, hand-operated models to the heavy-duty, 
Copies of power driven models. And A. B. Dick mimeographs 
typed material = are for use with all makes of suitable stencil 
duplicating products. The new versatility and easy 
operation of MODERN mimeographing brings the 
proved economy of this process to many new jobs. 
See for yourself. Mail the coupon below 

for full information. 


)  A-B-DICK 


with illustrations THE FIRST NAME IN DUPLICATING 
way al 

SALES 5 A. B. DICK COMPANY OmM-10 > 
cd I 5700 Touhy Avenue, Chicago 31, Illinois 1 
with lettering : Please send me information about MODERN mimeographing : 
1 Name Position. i 
i 1 
1 3 Organization t 
- Address - ; 
with printer's a t] 
we ane . City es ’ 
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will also be examined; this phase will 
include reducing fluctuations, regulat- 
ig timing, and dealing with backlogs 
and sequence. Problems of balance, es- 
pecially with reference to staffing and 
the work load, and the subjects of 
scheduling and dispatching will com- 
plete the list. 

The fourth group will devote its 
time to reviewing: decisions and poli- 
cies in the purchase and use of office 
equipment. This general heading in- 
cludes a study of how to establish 
standards, policies, and controls for 
present equipment; service and mainte- 
nance contracts and the contract rec- 
ord; inspection methods and. records; 
factors in purchasing new equipment; 
and engineering standards. 

Other phases of this subject to be 
treated are cost criteria and payout; 
assessing the value and the possibilities 
oi further mechanization; electronics; 
amortization; surveys of machine uti- 
lization; and equipment controls and 
standardization procedures, including 
such subdivisions as responsibility, sim- 
plification, standardization, and testing. 

A fifth seminar will deal with con- 
trol reports in the office. This group 
will review control reports for the office 
manager, including the organization 
for reports, coordination, timing, con- 
tent, and form. It will also examine 
reports to top management with re- 
spect to coverage, detail, timing, and 
mode of presentation. The remaining 
topics will be the periodic review of 
reports, elimination of unnecessary re- 
perts, and costs. 

In the field of personnel, three semi- 
nars will be held in New York during 
the period from October 5th to 7th. 
These will be entitled, “Elements of 
Good Wage and Salary Administra- 
tion,” “Improving the Plant Safety 
Program,” and “Pension Plan Admin- 
istration.” 

A further group of personnel semi- 
nars, to be held between November 4th 
and 6th at the Palmer House in Chi- 
cago, will discuss the following sub- 
jects: “Improving Employee Interview- 
ing and Selection Techniques,” “Selec- 
tion, Administration, and Evaluation 
of Merit Rating Plans,” “Successful 
Integration of Minority Groups,” “Fac- 
tors in Employee Retirement,” and 
“Effective Intra-Management Commu- 
n:cation.” 

Information on later seminars can be 
obtained from the American Manage- 
ment Association, 330 West 42nd 
Street, New York 36, N. Y. 
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Coven Caesars- 


One Secretary 


Julius Caesar... Dictator... needed 7 
secretaries, they say, to keep up with 
his dictation. 

Today, one secretary can handle the 
work of seven dictators, using the Gray 


PhonAudograph. 


And today’s Caesars get more done — 
they don’t make a production out of it 
every time they dictate a letter! 

With PhonAudograph, each central 
recording unit serves many dictators, 


through phone handsets on their desks. 


The operator attends to the central 
recorder; a buzzer tells her when to 
change discs. Using an Audograph 
transcriber, she gives you fast signature 
service (on long memos, she is typing 
your first disc while you're on your 
second!) 

But most important, PhonAudograph 
— the outstanding achievement in 
phone dictation — provides these ex- 


clusive advantages: unlimited listen- 
back; no interference from other sta- 
tions; built-in communication with 
the operator; push-button simplicity. 
Nothing less will do the job 
because today’s Caesars are impatient 
men! 

Get the whole story today! Learn about 
the benefits and economies of phone 
dictation ... and see how PhonAudo- 
graph provides them — 

all of them! 


OY 
PHONAUDOGRAPH 


WITH FULL CONTROL 


PHONAUDOGRAPH and AUDOGRAPH (individual dictation instrument) sales and 
erviee in 200 . S. cities. See y rt Classified Telephone Direct der “Dictating 
} Cs td f{hroad: Westrex Cory (Western 
tries, Mace The Gray Manutfactu g Company 

Te ey ne Pa Stat n. 
TRADE MARK “‘AUDOGRAPH"’ REG. U.S. PAT. OFF. 
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The Gray Manufacturing Company, 
Hartford 1, Connecticut 


Please send me your Booklet S-10 on 
PhonAudograph full control phone dictation. 


FIRM 


ADDRESS 
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Letters 


Editor, Office Management: 


Your August issue contains a letter 
from Edward Murphy about telephone 
rumbers on letterheads. [Page 15.] | 
agree with him wholeheartedly and 
hope that persons representing a host 
of companies will read his article and 
will do something about it. 

A related problem, that of invoice 
headings, is a serious one to any ac- 
counts payable department. 

In our company, we process for 
payment up to 10,000 invoices per 


week, not including freight bills which 
are a problem in themselves. Put your- 
self in the place of the girl whose job 
it is to pay bills from thousands of com- 
panies. 

First, she looks for the name of the 
company to receive the money. That 
should be easy: most invoices have it in 
large type across the top. Unfortunately, 
however, it isn’t that simple for many, 
many invoices. That name that is fea- 
tured so prominently is a brand name, 
and a hunt is started through the litter 
of print and typing to find the name 
of the company. She finally finds it, at 
the bottom, or in some other incon- 
spicuous spot, hidden like a phrase in 
the fine print of a legal document. Or, 
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THE CROWN 
LINE OF 
MARKING 
DEVICES 


There is a Crown marking device for 


iny marking Problem 


For the best in marking devices insist 


on the Crown Line. 


Write today for 100 page 


illustrated catalog 296; it’s 


FREE! 


80 DUANE STREET 
NEW YORK 7, 


‘aid Cv. Due 


N. Y. 
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that name featured so prominently 
may be the name of a subsidiary that 
shipped the goods; payment is to be 
made to the parent company— or in 
other cases, payment should be made to 
a factor. These instructions to pay 
someone else may be shown plainly, 
and thank goodness they usually are, 
but all too often she may find instruc 
tions in relatively inconspicuous fine 
print, or in a dirty, half illegible rubber 
stamp. 

Next, she looks for the address. This 
can be a tough one. Let’s see, there are 
13 of these—tive for show rooms or 
sales locations, one for the main office, 
four for different branch offices, and 
three for factories where goods are 
manufactured. Of course, Susie doesn’t 
know what is at each address, so she 
just picks a good one, like picking a 
race horse. 

Naturally, the majority of companies 
are concerned about their customers’ 
accounts payable department and they 
will show name, street address, city, 
zone number and state all together so 
there is no problem, and if more than 
one address is shown, the one to get 
the money is predominant. But then 
too, there are the in-between companies 
who show the “Mail to” address in 
fine print off to one side or otherwise 
hidden just enough to make the check 
writer look for it. 

Maybe someone can explain the pur- 
pose of fine print for street addresses 
on invoices. Is it to give the impression 
that the firm is so large that mail will 
reach it without specific mailing in- 
structions? 


here are only 


Having gone this far, t 
two more problem items to find—the 
invoice number and invoice date. Com 
panies that show only two numbers, 
the customer's order number and the 
invoice number, with the invoice num- 
ber easy to find and identify, get the 
bill payer’s everlasting gratitude. May 
be there is a need to show other num 
bers for the vendor’s internal use, but 
they should never be as conspicuous as 
the invoice number. 

Similarly, when a concern shows on 
its invoice the date of purchase order, 
date order received, date order put into 
work, date shipped, and date invoiced, 
a problem is created for the bill payer. 
For her, only one date is necessary, that 
is the invoice date, which should al!- 
ways correspond to the date on which 
the goods were shipped and which 
should be in a prominent spot. 

(To page 16) 
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it’s Ke0pold furniture in an 

‘ ice plan ai . 4 

te office ned ; for business. a Pasi waa hy sy ang bg ~ pee } teres 9 
oe ° 4 7 ton, D. C. Installati Chas. G. Stott “ompany, 
efficiency in the gracious manner ” me 3 ie a —y 


Washington, D. C. 


Of course you want the right furniture for your space, 
€000/d your needs, your business, and your Leopold dealer 
has it ... but beyond that, he will give you start-to-finish 
DEALERS office planning assistance . .. in terms of color 
PROVIDE schemes, lighting, sound-proofing, furniture 
COMPLETE placement, draperies, floor coverings. 


OFFICE- Enjoy a completely co-ordinated, more efficient office— 
PLANNING for less—by using the wealth of scientific planning 


SERVICE information your Leopold dealer has at his finger tips 
... consult him today without obligation, or write: 


Member: Wood Office Furniture am, WY 


Eqp0// winrar 


BURLINGTON, IOWA 
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mega Psnaccual ; £ RAFTSMA N 
ARE USED... ‘ . In our company, we have found that od k A CHAIRS 


we save enough machine time to war- 


rant having someone specifically indi- 
cate. 


Put a Price 
Tag on Comfort 


The name of the payee if different 
from the lead name in the invoice 


head. 


2. The “mail to” address if not clearly 


shown with the payee’s name. 
The invoice date. 
The invoice number. 


I am of the opinion that rising costs | 
and help shortages will ultimately force 
most large companies to request sources 


of supply to have their forms designers 
aves 0 ars review their invoice forms, taking into 

consideration the simple items that will 

be of such tremendous help to the per- 


J 
for Pennies son who writes the check. 
J. WENcLAWSKI, 


Mail Order Disbursement Manager, 
Spiegel, Inc. 
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Here is an office chair built for 


IN ANY OFFICE, -Globe-Wernicke sets up plan , 

ted ti ° tly! Y. for leasi Sion f it lasting comfort. It is made of 
wasted time is costly! You =» for leasing office furniture Gceshin: Menteiein Wak. Gade 
can’t save all of it—but with Under a plan recently announced by | & ~ and Indiana White Quartered Oak 
Mongol you can save some The Globe-Wernicke Co. of Cincin- | & # to give it strength, durability and 
..- you'll save dollars, too! | nati, companies may now lease their ‘ beauty. The seat is constructed 
For Mongol pencils stay office furniture and equipment instead | }).* with springs and overlaid with a 
sharper longer...won’t of tying up capital in fixed assets. Desks, | © full two inches of soft foam rub 


ber. And the back has a one- 
break even under eight inch layer of soft foam rubber. 
times normal writing pres- ieee, «i a , , 

eo ag gP This “Lease Plan” permits Globe- 

sure. This, of course, Wreaths 
means fewer trips to the equipment for a minimum period of able as your favorite living room 
pencil sharpener...dollars three years, after which the contract lounge chair . . . yet in a position 
saved in time. can be ended or extended as desired. et to do your best work. 


gan yee. 


chairs, files, and other such standard 
itcms are available on this basis. 
Imagine sitting down at your 


dealers to rent out office desk in this chair . . . as comfort- 


tnlinggontngemiet 


QoL 


One trial will prove to you ; Che me rates diminish yearly. [je Even the price tag is comfort- 
= Yuring the first year, the monthly rate vies able! 
the big difference between 5 i sare thly iy : : 
is three per cent of the item’s list price. 
MONGOL and any ordinary Sue : 
: During the second year, the rate is 
pencil. 2 


reduced to two and one-half per cent. though the finest materials and the 
At the beginning of the third year, the most careful workmanship go into 


the business figure falls to one and one-half per ; producing Craftsman Chair 1700, 
cent, and after that year, the rental is | § we think you'll be agreeably sur- 

Pencil one-quarter of one per cent per month, F 5 prised when you learn how econ- 

| or three per cent per year. i omical it is. 

of He World Glebe Wernicke points out that — ag Why not take the new 1700 for 
outlay for leased furniture is properly ae a “test run” at your Craftsman 

chargeable as operating expense, since by Chair dealer? If you don't know 

no capital investment is made. The | his name write us and we'll be 


company also argues that, should it | 4 | — glad to supply it. 
| HH) l} HARD become necessary for an organization iy 
J te operate on a reduced level later on, 4 j 
capital is not tied up in unnecessary ete 3 Gsper ' 
AH PR e184 fixed assets but is available as cash. | hipat ens comp & 
; A booklet giving details of the Lease | +) 3 
Plan is available from the Sales Depart- i Tite. ane 


ment of The Globe-Wernicke Co., 
Cincinnati 12, Ohio. 


This chair is the newest Crafts- 
man Chair, know as 1700. Al- 


+i 
ai 
+ 
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You Can 
With O 


End the costs of re-typing . . . proofreading 
.. and human errors ... by replacing your 
manual copying methods with Oczalid! 


With the efficient desk-top Ozamatic ma- 
chine, you make direct copies of paperwork 
—letters, invoices, accounting reports, charts. 
or practically anything written, typed or 
drawn on ordinary translucent paper! Your 
first copy is ready in seconds—clean, dry and 
read y-to-use—or up to 1,000 letter-size copies 
in an hour, for less than 112¢ each. 


Wherever you have a copying job, chances 
are you can cut costs by using Ozalid! 


See how ORDER HANDLING is Simplified 
by using OZALID copies! 


Speeds Up Order Filling! Expedites Shipments! 


Send Ozalid copies of original order, = Use Ozalid copies of parts of original 
quickly to inventory control . .. to ’ order for packing memos. . . bills of 
stock locations . . . to customers as A lading . . . delivery slips .. . labels. 
acknowledgment, and to file. 


Keeps Billing Current! Send coupon for full 
2 ° details, or call the Ozalid 
Enter prices, extensions and total on distributor listed in the 

- os . a classified pages of your 
original order and use Oczalid copies phone book under Dupli- 
for customer invoices . . . for accounts cating Equipment and 


: Supplies. 
receivable files . . . sales records. 4 


aa j ‘e ) Position 
=v OZALID.£ 
Ch 
Costs...use “ 


Johnson City, N. Y. A Division of General Aniline & Film Corporation. 
“From Research to Reality.” 
Ozalid in Canada— Hughes Owens Ltd., Montreal 
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When they folded everything by 
hand, Suzy had to take a lot of time 
out from her regular office work to 
do the job. 

Three or four times a month there 
were thousands of sales letters, bulle- 
tins and announcements to take care 
of and Suzy could do only about six 
hundred per hour. Then someone 
told her boss about the Pitney-Bowes 
folding machine. When he found out 
how much time, trouble and expense 
it could save, Suzy’s hand-folding 
chores were gone, forever. 


Hanp-ro.pinc is a dull, dreary, 
time-consuming chore...a dumb job, 
to put it bluntly. No job for a self- 
respecting human, but a push-over 
for the Pitney-Bowes FH Model. 
Every office, even the smallest, can 


PITNEY-BOWES 


How to do 
a dumb job 
the smartest way 


Move indicator knobs to widths 
wanted... And it’s ready to go! 


profitably use one. With semi-auto- 
matic feed and electrically driven, 
it is fast, accurate and easy to 
operate; can make two folds at a 
time; can double-fold up to 5,000 
sheets an hour; makes eight different 
folds in sheets from 3 x 3 up to 8'2 
x 14 inches, and of many different 
paper weights. Folds sheets stapled 
together, too. 

In only a few seconds, by simply 
moving two knobs to adjust for the 
folds you want, the FH can be set 
for any job. 

It is not much larger than a 
standard typewriter, and it costs less! 
A great little worker, it quickly pays 
for itself. Ask the nearest PB 
office to show you—or send ™~ 
the coupon. 


Fully automatic model 
FM folds up to 19,000 
sheets per hour. 


Peer wrwrwrwree@w@ wees | 


| PiITNEY-Bowes, INC. 


2911 Pacific, St.. Stamford, Conn. 


‘ ‘ i e' 
Fold i n g ac | n es | , Send free booklet on Folding Machine: 


Made by Pitney-Bowes, Inc. 


a4 
8 


... Originators 
of the postage meter... .93 branch offices, 
with service in 199 cities in U.S. and Canada | 


I Name 


I Firm 


lf Address 


October, 


| stated 


Secretaries show preference 
for machine dictation, 


survey indicates 
To help find out how secretaries 
feel about the relative merits of short- 
hand The 


and dictating machines, 


| Gray Mfg. Co., 521 Fifth Ave., New 


York, recently called on Fact Finders 
Associates, Inc. of New York to con 
cuct a nation-wide survey on this sub- 
ject, 

Fact Finders made its survey in two 
parts, one dealing directly with  sec- 
retaries, and the other aimed at per 
sonnel directors. It was assumed that 
the two groups would probably have 
different ideas, and this assumption 
proved correct. 

Since it was felt that the opinions of 
had 


would be of 


secretaries who had not contact 


with machine dictation 
little value, Fact Finders did not inter- 
view girls in stenographic pools, nor 
did it survey girls who did nothing but 
transcribe. The interviews were limited 
ts girls who might be described as “ex 
ecutive assistants.” 

Companies surveyed included insur- 
ance, banking, oil refining, clothing, 
chemical, radio, drug, household furni- 
ture, and textile manufacturing firms, 
located in Chicago, Dallas, Denver, 


Minneapolis, New York, Pittsburgh, 


| St. Louis, and St. Paul. 


The survey showed that slightly over 
half of the secretaries interviewed pre- 
ferred machine dictation to shorthand. 
The reasons most often given were the 
speed and convenience of machine 
equipment, 

More than 61 per cent of the girls 
that machine dictation saved 


them from after-hours work. This was 


| largely due, they felt, to the fact that 


the machine made it possible to work 
at times more convenient both to the 
boss and the secretary. They added that 
they turn out from 50 to 100 per cent 
more letters per day than they did with 
shorthand dictation. 

The personnel directors felt in gen- 
eral that today’s secretaries are more 
efhcient than those of ten or fifteen 
years ago. Fifty-five per cent expressed 
this opinion, suggesting that better 
training in schools and in business 
ofices, and more modern equipment 
were the chief factors in the improve- 
ment. Seventeen per cent considered 
secretaries of today less efficient than 
formerly. 


Of the 1,215 girls interviewed in 


| companies where Fact Finders talked 


to personnel directors, 38.4 per cent 
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IT’S NEW 


LI SMEAD'S &}® 


FIRST THE CASEBINDER... 
NOW THE FILEBINDER 


An improved binder for corre- 
spondence in vertical files. Extra 
Strong - Smooth - Perfect Writing 
Surface. 


SIZE 11-%" x 9-156", 1" Capacity 
System Tabbed- All Righthand Tabs 2 5 Cut 


DOUBLE BACK PATENTED 
ROLLED EDGE CONSTRUCTION 


Made especially for important corre- 
spondence that has to be bound. 
Constructed with double back for long, 
hard wear, and fasteners for locking 
papers in place, inserted in alternating 
binding flaps that alternate right and 


left. This arrangement keeps the file It’s a natural for a Credit File 
square at all times. Leads Like a Zook 
Grows at Needed 


All important credit information bound 
in one file - stenographic copies can 
be made with ease - by merely 
turning the flap or cover back to form 
an easel - as shown to the right. The 
double back of the Filebinder is suffi- 
ciently strong to stand erect - even 
under weight of heavy correspondence. 


Papers need not be removed from 
Smead’s Filebinder when used in a 
copy holder. Simply fold the cover of 
the Filebinder back and insert the entire 
Filebinder, as shown to the left. 


y ' As the material from each page is typed, 
remove the Filebinder and turn the page 
over as explained above. 


Furnished in red, blue, green, golden- 
rod, redrope and manila colors. 
Witte fer -Free Samples 


PATENT NO. 1,622,753 


% WMeCM “MANUFACTURING 9, INC, ‘HASTINGS, “MINNESOTA. 


NO. 10-20-52 
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SMEAD’S TELL-I1-VISION SYSTEM 


REG. U. S. PAT. OFFICE 


- 
a, 
wane 


———SI 1 t 


READS LIKE A 800k 
LEFT TO RIGHT - 
—\GROWS AS NEEDED 
~ 


Be sMEADS GF 
Cee) 


system for finding — and the numerical-color signal * with 


system for replacing — make filing easy, fast, and 0, 7 / (2 Me, 7, "A 


accurate. 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Simei MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 


By using Smead's Tell-I-Vision filing system, you can Le 


reduce filing time. The alphabetical-color signal 
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machine dictation methods. In 


used 


16.7 per cent of the companies, short 
hand is not a requisite for secretarial 
eniployment. 

To the question of whether or not 
the secretaries considered themselves 
overworked, only one girl said “some- 
times.” None seemed to feel that the 
work was consistently too hard. 

The girls were also asked what they 
disliked about their jobs. Seventy-three 
per cent said they had no fault to find, 
and more than 48 per cent said they 
didn’t think their bosses had any faults 
at all. One answer, however, was more 
“Faults? Oh, dear, 


they're far too numerous to mention.” 


disconcerting: 


When the personnel directors were 
asked what they considered the most 
important elements in the selection of 
competitive dictation machines, 61 per 
cent named the factor of simplicity. 
Playback fidelity was listed by 33 per 
cent, and only six per cent named price 
as a primary factor. 
dictation 
fact ‘ that 
thirds of the companies represented in 


The advance of machine 


was indicated by the two 
the survey had been using machines 
less than ten years. Thirty-four per 
cent of them had had such equipment 
for less than five years. Only ten per 
cent had used it more than 25 years. 
Of the 


per cent had received no training in 


secretaries interviewed, 80 


machine dictation in business schools. 


About 


hewever, have been doing secretarial 


two-thirds of these secretaries, 
work for six years or more and their 
training is thus not necessarily typical 
of today’s curricula. 


White collar grievances 
need study, says RIA 
Lack of a proce- 
cure for office workers is leading to 
considerable unrest in the white collar 


classes, according to the Research In- 


proper grievance 


stitute of America, which has recently 
completed a survey in this field. 

The survey showed that most com- 
panies have no grievance procedure 
whatever for their clerical workers, 
a'though it found that these employees 
had just as many complaints as_ pro- 
duction workers, whose dissatisfactions 
are more readily examined by manage- 
ment. 

Failure of most companies to estab- 
lish a method of dealing with the grie 
vances of office workers is believed to 
arise from the traditional concept of 
the white collar class as a “family 


(To page 72) 
October, 1953 
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HOW OUT-OF-DATE IS YOUR 


| INTERCOM SYSTEM? 


Change to Today’s Most Modern and 
Complete Telephone System... 


Noisy amplifiers — lack of privacy — 
high costs for rented equipment — ineffi- 
cient operation. The four nuisances of out- 
of-date intercom systems are all eliminated 
when you change to ‘Private Line’. 

Completely new design gives you, in one 
system, all of the really new advances in 
intercommunication. Improved switching 
mechanisms, simplified circuits, faster dial 
operation and many other features make 
‘Private Line’ the most modern of all inter- 
communication systems. 


Contact with anyone in your organiza- 
tion is a matter of seconds with ‘Private 
Line’. New, simplified circuits help you 
“get your man” faster than on any other 
system. 

Individual phones have exceptional clar- 
ity of tone. There is no ‘‘What’s that 
again?” on Private Line. Voices are dis- 
tinct and true-toned. You can’t get a bad 
connection. 


Because your every intercommunication 
roblem is handled by one system, ‘Private 
ine’ will save you money from the very 

first day! High rentals for extra outside 
telephone facilities are eliminated — there 


‘Private Line’ 


is no more lost time spent in walking, wait- 
ing, tracking down information. These sav- 
ings can pay for your ‘Private Line’ System 
in one year or less! 

‘Private Line’ systems can be expanded 
from 10 up to 1000 or more stations. 

Write today for further information on 
‘Private Line’ — the one system that can 
fulfill your every intercommunication 
requirement. 


Connecticut 


' TELEPHONE & ELECTRIC CORP. 


48 Britannia St., Meriden, Conn. 
8 1 Send me the full story of PRIVATE LINE 
. ; 


= 
a 
2 
4 
= 
3 
a 


0) We would like a survey of our intercom- 
munication needs and actual savings. 


es 
“ 


* 
n 


P ; 5 ee ee) a | ee <g at > 0 a Sees RE a : ee a There | aa 
ae ; y 4 a rr. ad os A — ew hae a. ih Saree er . 
‘ee + ” q ree x -# ate Pe a =| or aL: ks sh - fae ye Mi i tn, ; ~~ Som ‘ pre 
) : epeix a. 
Fee 
ee - 
SD Poe 
“th les 
ee bs 
e 
- + 
A ' ’ : tere : 
J - . | (sas 
_ le tr eee 9 ' 
° Al : : } . i f s 
ae. | = pie 
¢’ eS te ' - f ‘e 
‘ J ; Lehi 
(—a « : ond te 
s bie :\ - 
2 . a ~ f . + Ls 
» an Fd > 2 ‘ | ’ i ee pie. ) . 
-, +f " ai — fy 
ee . Sa / - Py eet Meme 8 F t | 
Pcie i ; | ‘emt 
Fg a ne ; SS 8 
4 rr ‘ia a os zs > 5 
Ee ae , ~ « mates oe 
“4 Mi i ,* a ee 
; | } a 
’ a t . ar} § eae 
vr eh * , = 
: i y . cz. CEE ‘4 ; | a 
“-. Teh . a oe Se FA 
4 Ce a5 e ‘3 Fu = 
: % “- . & \} h ' . : : hd dee 
. Be ANS — eee ra i na a 
eee: 3? 3 i oe 4) , , 3 
F . - 5 i aa . ' i] \ od st — Z : aA —_ 
* ee : ae* ‘ ‘f ae. i bb: Pe 
i how - itea6 : f 
Se 2S , 
4g 4 ah. ee ks ‘ rg y ; 
n x ee wae a HA . . j 
teas - ; —— yA ~ ? ve 
ts a bi es y — —— ; 
a. +A Base? A . a ee : 
nh . A oe 7 “4 ri ae | > 
=a ot ee a Ri 
4 
#4) 
ih 
ee bt 
tt 
Pe 
“ . 
: Fe 
i < ig 
- fs = 
oe = 
lea 
ene 
4) Rago 
ee £ | 
ee 
PO : vr, 
5. Wee 
‘he 
Wee 
hed 
‘Eapige® 
ie 
a 
el. 
al 
en mgt 
Piss 
om pany arn 
a ey 
or 
| i (ss i ae 
| 21 
' 
er i Pe ‘ : ¢ a ve a “ < - eI ; j x ie. \ 
» a ao +3 =, oe Sc fe se ae faa ae ty aa P 
SS By * oT iia ewer S| Ye aS seer “ be See me ag : ; e oi, 
Te * ees ah er - <- -me ae MS 2 os Bs. 7 i : Teed; So bee ae ae. a Bf < 
_ “ig 


Why Cushionlok” Acoustical Carpet 
is the best noise stopper you can buy! 


Absorbs up to 90% of floor noise! 


Acoustical tests prove that Bigelow Cushionlok carpet 
absorbs up to 90° of the nerve-racking noise caused 
by footsteps, falling objects, moving furniture, etc. 


Installed while business goes on! 


Cushionlok can be installed quickly and easily. It 
requires no cushion lining——the rubber cushi-n is 
built in. It can be cut in any shape, pieced or relaid. 


Send for sample 
Write on your business station- 
ery to Dept. A, 140 Madison 
Avenue, New York 16, N.Y. 


*Reg. U.S. Pat. Off. 


Deadens echoed sound, too! 


This good-looking, long-wearing, all wool acoustical 
carpet absorbs all kinds of ncise so effectively ...often 
no further aco istica! treatment is necessary. 


Cuts maintenance costs over 73%! 


The average cost of maintaining hard-surface floor 
covering is about 60¢ per foot, per year as opposed to 
16¢ per foot per year for Cushionlok. Quite a saving! 


Cushionlok 
Carpet 


For Better Acoustics 
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editorial 


“draw into the office many highly desirable young people who now 
escape us” 


Quality or Number 


WHEN some office management people are in a bragging mood, they brag 


z 


about the number of employees they have. It would be far better to be able 
to brag about their quality. 
A great many office jobs are necessarily of the type covered by the word 


“clerical.” Their work is repetitive and narrow in its range. Its requirements 


are limited in number and pretty strictly defined. For people with brains 
and ambition this kind of work can be discouraging indeed, for the better 
one is at it, the less likely one is to be promoted out of it. Increasing seniority 
will bring its reward in small accretions of salary, but newcomers can quickly 
learn the limited requirements of the job and soon earn a salary comparable 
to that of the old-timer. 

In the group of seasoned clerical workers of this type or among the ambitious 
newcomers there must be some capable of development into a special type 
of employee today’s office must have. 

With the increasing application of machines to office work, including 
electronic devices, and the increasing complexity of procedures, it is imperative 
that the office provide itselt with plenty of employees having more than routine 
clerical ability. These must be people who can observe, and think, and, to 
some extent at least, create. They must be able to see the job immediately 
at hand, not as something self-contained, but in relation to other jobs. And 
above all they should be capable of constructive suggestion, wherein their 
creative faculty comes into play. 

Employees like these provide a vital connecting link between management 
and workers—perhaps can advance to be part of management itself. And 
openings for jobs such as these will help draw into the office many highly 
desirable young people who now escape us. 
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Office Management survey shows 


Over half of office employees 


offices 


work in the larger 


Trend toward greater need for special- 
ists, higher status for office managers 
seen in fact that 15,000 large firms em- 


ploy more workers than nation’s million 


smaller offices 


THE MAJORITY OF the nation’s office workers today are 
found in fifteen thousand large firms, while less than half ot 
America’s office employees work in the country’s one million 
smaller offices, according to a survey just completed by the 
Research Department of Office Management magazine. 
Survey figures indicate also that the largest single group 
of office workers in the United States is found in the com 
paratively small number of firms which have over 200 of- 


fice employees. Although there are only 3,100 firms of this , 


size in the country, they account for 2,749,800 of the nation’s 
total of 6,851,800 persons working in non-governmental 
offices, 

Offices with 50-200 employees account for 1,059,969 of 
the country’s office workers. There are 11,926 offices in this 
category according to survey figures. Thus, the total number 
of employees in the 15,026 offices which have more than 
fifty workers is 3,809,769. 

In contrast, the 815.800 firms which have between one and 
four office employees account for 1,248,800 of the nation’s 
ofhice workers, while 180,774 offices staffed by from five to 
fifty people have a total of 1,793,231 workers. Thus, the 
grand total of workers employed in offices staffed by less 
than fifty is 3,042,031, or over three-quarters of a million 
less than the number of persons working in large offices. 

The survey figures exclude self-employed, professional, 
public administration, and agricultural workers, and are 
based entirely on firms that have not less than one office 
employee. 

This information is of very great importance to all in the 
office field. Many implications of it cannot at this moment 
be foreseen, but it has become abundantly clear that it is 
the large rather than the small office where the major part 
of the pioneering in new ideas and new procedures is carried 
en. It is not that the small office hasn’t the initiative and 


intelligence for the development of new ideas but simply 
that where executives and employees are few in number 
they stick to tasks immediately at hand and can spare 
neither the time nor the money involved in working out 
new ways of doing things. 

The larger the office, the more money it can budget tor 
discovery, experimentation, and the application of new sys- 
tems and plans. It is the large office also which is willing 
and able to provide itself with the new machines and equip- 
ment that play so great a part in the advance of office 
efciency. It is natural to look to the large ofhce for the 
tentative or bold forward steps from which there come 
eventually to all offices benefits of incalculable value. 

The figures released by Office Management's Research De- 
partment are based on Department of Commerce statistics, 
and have been substantiated by one of America’s major 
insurance companies covering industrial groups. 

According to insurance figures, one of every five workers 
“ot all types” is an office worker. This ratio was applied 
against the total number of employees “of all types” listed 
for various categories of firms by the U. S. Department ot 
Commerce, in its “Survey of Current Business,” to arrive 
at the final breakdown of office workers. 

Since the “Survey of Current Business” groups firms with 
20) to 499 “all type” employees in one category, it was neces 
sary to project these figures to determine the number otf 
firms with office staffs of 50 to 100. This was done on the 
basis of another government source, the 1950 Census of 
Manufacturers, which showed a total of 5,817 manufacturing 
firms which had between 250 and 499 “all type” employees. 
Since the general ratio of manufacturing firms to non- 
manufacturing firms of the same size is two to one, it was 
assumed that there are 8,626 firms with between 250 and 
499 “all-type” employees. Similarly the total employee count 
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of 2,008,563 employees given for firms in this category in 
the Census of Manufacturers was expanded to 3,012,845 to 
allow for the number of non-manufacturing firms which had 
also to be considered. 

This total of 8.626 firms with 3,012,845 employees oi all 
types was added to the 3,300 firms with a total of 2,287,000 
“all type” employees listed in the 499-999 employee category 
in the Survey of Current Business, to determine the com 


plete figures for the 250-999 “all type” employee category. 
The ratio of one office worker for every five workers of all 
types was then applied, showing that 1,059,969 of these 
firms workers were office employees. 

The magazine's Research Department emphasizes that its 
figures are conservative, since they are based on the gen- 
erally accepted industrial insurance ratio of one office worker 
tor every five “all type” workers. However, figures recently 
compiled by statisticians for a leading office equipment and 
stationery trade association indicate that today’s ratio 1s 
actually closer to 1.18 office workers for every five “all type” 
workers. 

The new survey is believed to be the first to define the 
precise distribution of America’s office workers between 
large offices and small offices in this fashion, and to demon 
strate that the majority of the country’s office workers are 


now concentrated in its large firms. In the absence of pre 


vious surveys of this type, it is impossible to make com- 
parisons which would prove the existence of a trend onc 
way or the other, but it seems probable that with the in- 
creasing importance of “iringe benetits”’—pension plans, 
insurance benefits, excellent working conditions—the larg: 
companies’ competitive advantage in attracting office work 
ers will continue to increase. This, coupled with the genera 
national trend of major companies to continue to grow 
larger, would seem to indicate that the plurality of workers 
in major firms over those in small ones will continue to 
grow in the future. 

Many imy 
obvious. As ofhces grow larger, the necessity for specializa- 


‘ications of the facts revealed in this study are 


tion of office functions increases in direct ratio. The office 
} . ' 
gy four to ten workers usually relies on each em- 


] 
CMpoViINy , 


ployee to be able to perform double or even triple duties. 


} 


But the larger office, even though it may use job rotation on 
a periodic basis, usually finds it most efficient to have each 
employee spend almost all of his time doing one type of 
work, 

This increases efficiency in one way, but the increase in 
othce personnel too often reduces it in another. As the office 
grows larger, it becomes more departmentalized. As it be 


comes | 


wore departmentalized, red tape mounts, and com 
munications become more cumbersome. The entire working 


structure of the office tends to become increasingly rigid. 


These things being true, it means that the trend towards 
concentration of the clerical working force in large offices 


? Y . ' } > - 
foreshadows a trend toward ever greater degrees of special 


t 
zation in the executives who direct that working force. Not 


only are executives needed for the regular departments and 
, 


functions which are common to all offices, large and small, 


but tor the special work needed to prevent office procedures 


trom growing rigid and unwieldy—systems experts, forms 
specialists, and personnel supervisors (for personnel prob- 
lems loom larger in a big office where management is 
remote trom employees than they ever could in an office 


where the staff works side by side on intimate terms with 
the boss). (To page 95) 


pours 
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2,749,800 work in 3,100 offices with 
more than 200 employees each 


P-F-F- 
PIP 
PPP 
gas 


The 11,926 offices with 50-200 employees 


account for 1.059.969 workers 
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There are 180.774 offices with between 5 
and 50 workers, employing 1.793.231 


While the remaining 815.800 firms with 1-4 workers 
have a total of only 1.248.800 employees 


... the increasing importance of “fringe 
benefits” will probably continue to add 
to large companies’ competitive advan- 


tage in attracting workers... 
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“Office of the Year” 


Award Winners 


What do they 
look like? 


Shown on these pages are the build- 
ings housing the six American offices 
completed between July 1, 1952, 
and June 30, 1953, selected as out- 
standing in design and layout. 


Office of the Year (for offices with more than 500 em- 
ployees): Aluminum Company of America, Pittsburgh, Pa. 


— 
is 


Award of Merit (for offices with more than 500 employees): E. 1. DuPont 
de Nemours and Co., at Louviers, Del. 


Award of Merit (for offices with less than 500 employees): Associated 
Grocers Cooperative, Seattle, Wash. 
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Complete feature stories describ- 
ing each of the six offices named in 
the 1953 “Office of the Year” 
Awards given by Office Management 
will appear in the November issue of 
the magazine, which will also cover 
fully the “Office of the Year” 
Awards luncheon, to be held at the 
Waldorf-Astoria Hotel in New York 
on October 20. 


Awards are given annually in two 
categories: offices which have more 
than 500 employees. and offices 
with less than 500 workers. In addi- 


‘ Hide 
tion to the “Office of the Year” 


RTE 


i 
" 


Award, Awards of Merit are given to 1S oe THN ANRAtHiah 


i 
it . 


two other outstanding offices in each 
group. 


SL ne Mee as a TERE on a — 


Award of Merit: (for offices with more than 500 em- 
ployees: The Texas Company, New Orleans 


Office of the Year (for otfices with less than 500 employ- 
ees): The Mennen Company, Morristown, N. J. 


Award of Merit (for offices with less than 500 employees) : 
Brown Shoe Company, in Clayton, Mo. 
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THE CITY. OP NEW AORE 
COMMEMORATING STRESS > ¢ 
TERCENTENNIALY Ge og 
ETS BOUNDATION © 5 


1953 National Business Show has 


Record number of exhibits scheduled 


THE PRODUCTS OF one small segment of the 


othce 
equipment industry are responsible tor processing checks 


totalling $470,000,000,000 annually in the offices of New 


York City banks alone, Lee Thompson Smith, presi lent ot 


i 
City OF New Yorn 


, ; > * is 
OFrice OF THE Mayor the committee for New York City’s 300th Anniversary Cele- 
New Yoru 7 NY ‘ 1 . ? 1 : 
PRCCILAMATICN bration, said at a panning mecting tor the National Busi 
WEL aALAS 


New Yore City is currently celebratiag the 7 


; : , ; ‘ oa 
Oth Anniversary of its ness Show held on September ve 
establishment e@ » watiel pr) 


y. which eccurred in 165? when the 


Duteh Veat Indie Company through its Director Genersl Peter Stuyveeant “Those figures—which could be matched by a thousand 
etented « cherter to Miewy Aneterdan, snd . ‘ : s ; | 
1 : pie thice yr eve pe ; sS§ the co try. 
ssibibaiy' sia tetas: tek htacs Wad Gattis Simin eanaitadinn Qulidinatnan. iuahen other examples in offices of every type across the country 
oy 


Lee peo Smith, is cherge¢ with tnitieting, supervising end co- } } <> je 2 ’ > , 
ordineting @ year-long series of events to mark the oecesion, ant Snow how DAaSIc the $2,000,000 000 office equipment industry 


ELAS th  Yaieiaiell ethene has become to our entire economy,” Mr. Smith said to the 
Show, sponser t of New York, to de . 1 , V 
held at Grend Central ielace in Kew York City from O¢teder 19th through group, mn outlining plans tor events during Business Week, 
Peth, 153. end é é é 


} i leo lebrat iring the dates ot the National 
VERAZAS the WOth Anniversary of the City of New York will be used eas the these “ hic nw ill fee ee lel — d dt . © ‘ ; : 
for the year's Nation! Bue! 


eet Show and will serve s@ © foer) point , me } . . t wo ¢ atw hre I 
from which to leunch a serter of cere end evente dexigned to honor Busing 7 SOW as a feature Ol New Y ork City's three hun 
business for its great contribution: * @Powth end prosperity of 


New York. and 


dreth anniversary celebration. 


ERAS thie Deposition brings together United Steter « In avery real sense modern ofhice machinery 1s the prime 
leading samuafect r hine and : ” 
product® tu 4 : stimalste am essential tor business as we know it today, Mr. Smith de- 
productive acity, 


Bg a eR pa ee te clared. “That is why we teel it is so appropriate to incorpo 
oh es . io nt _ Tevellittert, the City sf ork é 


rate Business Week, honoring the National Business Show, 
in our plans for celebrating New York City’s growth during 


its three hundred vear history from a tiny colony to the 


her-by prociein the week beg! aniar 8. 1957. as 


in Tew York Citr, end do urge all Mew Yorkers to texe fue note of, 
ettend. or otherwise cooperate in taring Bastnese Week a fittic 
atm apcPopriate pert of our City’s 3O°th Ar 


sivererry Celebretion 


a ’ ’ bl 
W rid § Dusiness headqu irters. 
18 “ITxE REC 2 


I Leve hereunto 


PB meres Naseem entbes Seat All previous records for space reservations at the 

as eee National Business Show have been broken for the 1953 

A diseng A Ze exposition, show officials have announced. More than 200 

/ et exhibitors will have their products represented ai the show, 

© INT EIS Toe which opens Monday, October 19, while manutacturers 


: , cate 
whose applications for space could not be accepted because 


ting the week of of the sell-out represented al] parts of the United States, and 
ss Show as Business Week 


Mayor Impellitteri’s proclamation desig 
the National Busi 


al 
several foreign countries as well. 


The half-century old exposition, which ts being held in 


Grand Central Palace for the last time this morth, will be 


honored this year by a proclamation by New York’s Mayor 
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October 19-24, as “Business Week” in 
business’ “great contribution to the 
ot New York 


commemorated. 

Mr. Smith declared that 
National Business Show has grown 
simple techniques and_ office 


xreatest Exposition of its kind, 
phenomenal 
buchos in 


this country.” 


American industry, 


the Business Show and that of 


Vincent R. Impellitteri, establishing the week of the show, 


growth and 


as well as to the rest of the country” w 


“during the past filty years the 
from an exposition ol 
machines 
serving an industry 
growth has brought it to the 
among the ten 

» ave Hel +} 
He drew a parailes between tne 
New York City from 
post to world capital of business and finance ms 


Organizations 


New York, 


when 
prosperity Management 


New York, 


the Records 


ill be 


chine Account 


into the world’s York, 


whose 


two billion dollar Management 
' 


leaders in Attendance 


growth ol 


“ planning wall 
trading ple $ 


peanning 


lation, 
the National 
Management 
National Office Management 
ants Association, 
the Sales Executive ¢ 
uion Supervisors Association, 


1s expected 


bring 


distribute special 


to the show among their membership include the American 


Asse a” 


Mail 


Association of Cost 


\dvertising 


New York, the 
National Ma 
Personnel Club of New 
‘lub of New York, the Transcrip 
Ne Ww 


Association ot 


\ssociation, the 


and the 


\ssociation. 


to exceed 100,000 at this 


show, but Rudolph Lang, show managing director, says that 


1 
the audience almost entirely 


(To page 95) 


Abbeon Supply Co. 
Aeme Visible Records, Ine. 
Addo Machine Co., Ine. 
Addressograph-Multigraph Corp. 
Allen Communic tions, Inc. 
American Auto Typewriter Co, 
American Dictating Machine Co. 
American Near East Corp. 
American Photocopy Equipment Co. 
H. C. Anderson Mimeograph Corp. 
Assn. of Private Ofiice 

Personnel Agencies 
The Audograph Sales Co. 
Automatic File & Index Systems 
Bainbridge. Kimpton & Haupt. Ine. 
Bankers Box Co. 
The Bates Mfg. Co. 
Berliner Mailing List-. Ine. 
Billen Engineering and Sales Co. 
The Bircher Co.. Ine 
Charles Bruning Co.. Ine. 
Archives Center 
Business Systems Corp. 


ess 


Caleulagraph Co.. Inc. 

Irwin Casper. Ine. 

Cel-L-Dex Corp. 

Chart-Pak. Ine. 

The Cincinnati Time Recorder Co. 
Coffee Vending Service. [ne. 
Coinometer Machines 

Collister Corp. 

Connecticut Telephone & Electric Co. 
Copease Co. 

Copy-Cratt, Ine. 

Corry Jamestown Steclage 
Cortina Academy 

R. D. Cortina Co.. Ine. 
Cosco Office Chairs 

Ralph C. Coxhead Corp. 
Crescent Industries, Ine. 
Crestwood Recorder Corp. 
Cummins-Chieago Corp. 
The Denominator 
Dictaphone Corp. 
Diebold, Ine. 
Ditto, Ine. 
Dudley Office Equipment Co. 
Dukane Corp. 

Dun & Bradstreet. Ine. 
Fastman hodak Co. 

Edison Voicewriter 

Thomas A. Edison. Ine. 
Elliot) Addressing Machine Co. 
E viesson Telephone Sales Corp. 
‘asion Commerce, Ine. 
nat Specialty Co. 
Executone. Ine. 

Facit. Ine. 

Ferris Business Equipment, 
Flexifone 


Equipment 


Co.. Ine. 


Ine. 


Exhibitors 


Foster Mfg. Co. 

Friden Caleulating Machine Co., Ine. 

General Binding Corp. 

Gersene de Paris, Ltd. 

Geyer Publications 

Richard Gibian 

The Globe-Wernicke Co. 

Graphic Microfilm Corp. 

The Gray Mfg. Co. 

Charles R. Hadley Co. 

Hamilton Mfg. Corp. 

Hamilton “Spil-Pruf™ 

Philip Hano Co., Ine. 

Harris-Seybold Co. 

Hart Mfg. Co. 

John H. Hawkins Co. 

ilenko Supply Co. 

lever Corp. 

Hush-A-Phone Corp. 

Hygienic Phone Serviec. Ine. 

International Business Machines Corp. 

ltkin Brothers, Ine. 

Korda Industries 

Kraver Mfg. Co.. Ine. 

Kwik Kafe Coffee Sending Service 

Lanston-Monotype Machine Co. 
Barrett Div. 

Lathem Time Reeorder Co. 

LeFebure Business Equipment 

Linguaphone Institute 

’. G. Ludwig. Ine. 

Magna-Crest Corp. 

Magne-Dex Sales Co. of 

Magnet Sales 

Magnetic Recording Industries, Ltd. 
anhattan Storage & Wareh 

Harold Mannheimer Org: 

Manpower. Ine. 

Marchant Calculators, Ine. 

Marsh Stencil Machine Co. 

Massachusetts Indemnity 
Co. 

Master Addresser Co. 

J. Curry Mendes Corp. 

Methods Research Corp. 

Michael Lith, Ine. 

The Michael Press 

Miles Reproducer Co.. Ine. 

Mim-E-O Stencil Files Co. 

Minnesota Mining & Mig. Co. 

Modern Products Co, 

Monroe Caleulating Machine 

Charles S. Nathan. Ine. 

New York Telephone Co. 

Nu-Grain Corp. of America 

Nu-Plan Record Co. 

Office Appliances 

Office Management 

The Office 

Office Publications Co. 

Old Town Corp. 


Desk Set 


New York 


we Co. 
zation 


Insurance 


Co.. Ine. 


Olivetti Corp. of America 
Ozalid Div., 

General Aniline & Film Corp. 
Payroll Tax Service 
Payrollmaster Co. 
Pendaflex Files Systems 
Pentron Industries, Ine. 
Pepsi-Cola Co. 

VPhoto-It Co. 
Photostat Corp. 
Pitney-Bowes, Ine. 
Plus C a Machines. 
Precisa Calculating Machine Co., Ine. 
Queen Ribbon & Carbon Co. 
R.C.A. Communications, Ine. 
Recording & Statistical Corp. 
Reena Cash Registers. Ine. 
Reinhold-Gould, Ine. 
Remingten Rand Ine. 
Rex-O-Graph. Ine. 

Rex-Rotary Distributing Corp. 
Rite Line Copyholder 

Roneo Duplicating Machines 
Roval Typewriter Co. 
Safeguard Corp. 

Safeguard International 
Savasort Sorting Devices 
Scribe Corp. 

Servel, Ine. 

The Shredmaster Corp. 
Simplex Metal Products, Ine. 
Simplex Time Recorder Co. 
Soundscriber Corp. 

Spin-Dex 

The Staplex Co. 

Statistical Tabulating Co. 


Sturgis Posture Chair Co. 
Sunroe Co. 
Swift Business Machines Corp. 


Technical Microcard Publishing Corp. 
Telephone Cleaning & Sterilizing Co. 
Thomas Collators. Ine. 
Times Facsimile Corp. 
Van Hawk Sales Co. 
Veeder-Root, Ine. 
Victor Safe & Equipment Co. 
VisiRecord, Ine. 
Vocaline Co. of America 
Vue-Fax Vertical Visible Equipment 
Warren-Connolly Co. 
Wassell Organization, Ine. 
Alfred Allen Watts Co.. Ine. 
Weber Addressing Machine Co. 
Webster Electrie Co. 
Western Union Telegraph Co. 
M. G. Wheeler Co.. Ine. 
Winchester Industries, Ine. 
Wright Duplicator Division. 
Hart Mig. Co. 
Yorkville Paper Co. 
Zephyr American Corp. 
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invitations 


Association 


Accountants, 


York Pe rsonne] 
years 
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More 


profit—less paper 


through work simplification 


By Joseph W. Lucas 


with the assistance of other members of the 


Department on Organization 
STANDARD OIL COMPANY OF CALIFORNIA 


San Francisco 20, California 


The Department on Organization of the Standard Oil Company of California is more 
than twenty years old, and has been a pioneer in organization planning, methods and 
manpower controls, wage and salary administration, and research in management practices. 


IN MANY INSTANCES it will be necessary to have the 
personnel being surveyed maintain logs of daily activities. 
Logs are used ordinarily to supplement interviews with each 
person; occasionally they can be used in place of interviews. 

Employees generally are not favorable to the use of logs. 
Care should be used in deciding whether they should be 
installed. Logs should be discussed in detail with the super- 
visor before installation. Solicit his suggestions. 

Logs can be used effectively to disclose immediately in- 
stances of overmanning, since all time and activities must be 
recorded. Of equal importance is the fact that the informa- 
tion in logs can be used as the basis for manpower per- 
formance standards. 

It should be noted that the log form, Exhibit “D,” opposite 
page, lists the principal tasks beforehand and eases the work 
of employees in maintaining the form. 


{ncoming mail for review 

It may be desirable to review all incoming mail for a 
limited period. This provides an insight into the type and 
volume of work to be covered. The review sometimes dis 
closes all the papers or documents forming the work load of 
the unit under survey. It may also disclose costly practices. 
Typed letters of transmittal, rather than buck slips, may be 
in use. It may disclose envelope waste, excessive postage, or 
use of air mail where regular mail would suffice. Indi- 
vidually typed letters may be used instead of form letters. 
The review may likewise suggest ideas for changes in pro- 
cedures. Discussion with the supervisor will ordinarily dis- 
close the necessity for the review of incoming mail. 

A review of administrative, accounting or clerical units 
usually includes stenographic, typing, filing, duplicating, 
and similar services. Where this is the case, the supervisor 
should arrange for each stenographer and typist to prepare 
an extra copy of all material processed. In this manner, the 
work for each employee for each day may be analyzed for a 
sufficiently long period to secure a good cross section of the 
type and volume of work. A working month is usually 
adequate for analytical purposes. See Exhibit L, Part 2, page 


32, for the application of standards, 

File clerks should maintain daily logs showing the num- 
ber of pieces filed and the number of requests for files. See 
Exhibit L, Part 2, for the application of standards. 

The supervisor should be asked to assemble copies of all 
forms in folders for each employee using the forms. In re- 
viewing the work, make notations on the forms (to supple- 
ment interview notes), with respect to number of copies 
prepared, distribution, possible improvements in design to 
facilitate compilation or save paper, and other points that 
the analyst might wish to pursue. See Exhibit “E,” page 33. 
See also “Study Forms, Records, and Reports, etc.” 


Office layout 

A rough sketch of the office layout will be helpful. A 
sketch enables the analyst to familiarize himself with the 
functional arrangements, the proximity of desks to equip 
ment and counters, and the location of files. It will disclose 
whether related activities are grouped together for time- 
saving and convenience. A sketch can serve, too, as a basis 
for determining the most economical and efficient office ar- 
rangement, and the maximum utilization of space. 

A preliminary tour of extensive offices is essential. A 
knowledge of the geography of the work can be as useful as 
a knowledge of the organizational pattern. It also serves as 
a means for the analyst to observe the tempo of the work 
before interviewing employees, as described under “Observe 
How Employees Work, etc.” 

The supervisor should be requested to provide copies of 
all manuals, written procedures, and manpower work per 
formance standards for the use of the survey group. These 
should be used primarily as reference and background ma 
terial. They should not take the place of firsthand examina 
tion of each detail. 


Copies of all reports 

Request the supervisor to furnish a copy of each report 
rendered by the organization under review. Note thereon 
the number of copies prepared, the distribution, and the 


Reprinted by permission of the copyright owner. Copyright, 1953, Standard Oil Company of California 
Single copies of this book will be supplied free by Standard Oil to persons who can use them, but a 
charge of $2.50 per copy will be made on orders for several copies from a single source. 
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DAILY WORK LOG at 
Period 22 April 195? z. 
Employee's Name B. B. Mller Position Head Clerk B Section Account ing * 
as 


item 


D ipti f — - 
No. escription o Work * > 
Unit Qi miginijgoimitolutolmutolmio le ololw 
Post Payrolls # of Entries 101| 30130 | 15 45 
lanieel Rar. <1, jalaceaattantetiint 4 i = 4 4+ 4 4 
2 | Compute Payrolls # of Entries 
3 | Prepare Payrol! Reports (itemize) = et tas | om [. ] 7 T ] 1 


4 | Analyze Time Cards * of Cards | | 67 4 ‘ 
5 | Post Time Cards * of Cards | 97 | va 4 
6 | Balance Time Analysis | 

7 | Process Documents (itemize) Local Invoices # of Docu. 0 


VS — 


8 | Analyze Documents (itemize) Freight Rills 


“s Prepare Debit Memos 1 | 1 | “Ass . 
| 9 | Post Subsidiary Ledgers | i | | | Ay 
| 10 Balance Subsidiary Ledgers | 
pu Prepare PRO-494 a 60 | 60 145 ” 6 | 45 
| 12. | Prepare Joint Statements - (itemize) | a 
13 Prepare Accounting Vouchers (itemize) . 
ts File Local & BPR-R Invoices suits # of inv. | | | | 13115 1: 
15 | File Price Lists, Invoices, G0-i29, etc. * of Docu. ] | | 5 | 5 
P16 Post Job Order Motices # of Notices ; | a 
'7 Follow up for Delayed Documents ron : # of Docu. | \ e 
18 | Prepare Correspondence — — | ji rte 
{ 19 | Absent Time ca S | adi: 
20 | Non-Productive Time 1 1 | ok 
21 |Phone Calls (in) - & of Calls | | +t) 
| 22 Phone Calls (Gut) ai : # of Calls | : we 
| 23 | Maintain Job Logs : we | | a ‘ 
Miscellaneous (Detail Below) oie.) 


Total Minutes 
* = Quantity 
M= Minutes 


Exhibit D 


Guide to Work Simplification 
(Continued from Part I of this article in September issue) 
(This 26-part Guide is incorporated in the book. Material covered in this 


installment in Office Management is shown here. Remaining portions of the 
Guide will appear with future installments.) 


What is being done? 


Approach 


3. Diseussion of the project with the super- 4. Planning and scheduling the work of the 
visor of the section to be surveyed. survey group members. 
Incoming mail for review 5. Interviewing individuals 
Office layout Explaining the purpose 


Copies of all reports Start with job description 


necessary? 


The Questioning Attitude—Page 34 
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DISTRICT OFFICES 
POWER ASSIGNMENT BASED ON STANDARDS OF PERFORMANCE 


| DISTRICT 2 DisTRicT 3 | DISTRICT & 
FACTOR PER) as " ak Oed 


MANPOWER I . ‘ oN ' 
eee ee 


wontaiy | ONSTRICT 1 


s 4 


FuecTi On 


‘ 
ag 


WEAD CLERE 
Supervision 
Assistance strict Manager 
Banking 
Daily Summary of Collections 55.000 
Petty Cash 1,000 
Pay Station Accounts 36,000 
Collection Agency Ass gnments 300 


Journal Entry vecao 36,000 


Preliminary Surveys 200 


COUNTER SERVICE 

Catls at Counter 
Payments 
Other 

Balancing Accounts 
Payments 
Other District Payments 
Accounts to Suspense 

Collection 

Telephone 


ACCOUNTS RECEIVABLE 


METER RECORDS 
Application for Service 
Closing 3: tis 


TYPING, FILING, MAIL PROCESSING 
Typing 
Filing 
Mail Processing 


TOTAL CLERICAL (85 


Total Functions 


Won-Measured Funct 
Relief 


GRAND TOTAL CLERICAL 


PERFORMANCE STANDARDS 
STENOGRAPHER-TYPIST and FILE CLERK 


Minutes 
Tota! Hours Paid For (Daily) 480 
Total Hours Allowance: (Daily) 60 
Total Wet Productive Hours: (Daily) 420 


LINES 


30 Lines Per Letter: Dictated and Transcribed 
30 Lines Per Letter: Straight Copy 


LETTERS 


Production (Net Production’ Time) - in Seven (7) Mours, of 420 Minutes 
Dictated and Transcribed Letters (30 lines each) 10-1/2 letters, or Straignt Copy work 
(30 lines each) = 21 letters 


TIME STUDY ANALYSIS 


Fifteen (15) Minutes Average Dictation Time for 30-Line Letter 
Twenty-Five (25) Minutes Average Transcription Time for 30-Line Letter 
Twenty (20) Minutes Average Copy Time for 30-Line Letter 


AVERAGE DAILY TIME 


Met Production Time: Seven (7) Hours, or 420 Minutes 
Minutes Per Dictated Letter (40) 10-1/2 - 30-Line Letters in Seven (7) Hours 
Minutes Per Copied Letter (20) 21 - W-Line Letters in Sewen (7) Hours 


Note Typing time to transcribe a fu page 
machine cylinders or records is figured af ¢ 
average cylinder contains approximately 
number of cylinders completed per cay should tota 
in general, stenographers spend 652 of productive time on dictation 
and transcription and 352 on typing from copy or manuscript, resulting 
in &@ Combined total production of 13 full pages per day 


FILING 


Fifty (50) Units of Mail Per Hour using a numerical file system is the average and 
includes General File upkeep. 
One hundred fifty (150) Units of Mai! Per Hour, filing alprabetically, is the average 


and includes General File upkeep. 


These production standards are based on the results of numerous surveys of stenograpnic work 
and represent actual production of stenograpnhers raving average ad ty. 


CODE ARRANGEMENT: 


Have steno or typist place initials on copy. 

*T" for transcribing from longnand material o 

"0" for dictated letters. 

"Vv" for voicewriting machine. 
Make tation on working paper describing material typed if 
oy Su ntracts, omplicated statenents, and legal 


each letter or typed material. 


(Part 1) 


dates released. Where the number of reports is unusually 


large, a listing sheet may suffice. In the latter event, each 
report should be studied by the analyst during interviews. 
A type of listing sheet is shown in Exhibit “G.” on page 


Opposite. 


Planning and scheduling the work 

The point has now been reached where it is necessary for 
the leader of the survey group to get together with the other 
survey group analysts for planning and scheduling. 

See Exhibit “H,” page 34. Note that space has bee 
vided tor indicating the analyst assigned to interview 
ticular individual. 

In assigning the work, it is well to ascertain the type o 
functions tor which individual survey group analysts have a 
preference because of their background « perience, As 
signment of the work with this in mind will facilitate com 
pletion of the job and produce better results. It is also well 

a complete function to an analyst, rather than t 
t between two or more analysts. For example, th 
accounts payable function should normally be assigned 
one analyst ven though two or more employees are con 
cerned with the function. 

In some cases it is unnecessary for an analyst personally to 
interview each individual. For example, key punching and 
typing: analyses of the work, the volume, review of the 
work logs il 


adequacy OF Manpower standards, review Ol 


processed will sometimes 


and review of material } 


maintained, 


suffice. 
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Exhibit L 


(Part 2) 


At th ae we eS fe ee ick die 
t the start, consideration should be given first to the re 
view of work most susceptible of improvement. 


This gets the survey off to a good start. But consider, also, 


the aval ability ol employees for interview: some may be on 


or about to start vacations, or may be away or plan to be 


away tor other reasons. 

Effort should be made to stay within the time limits of 
the survey as shown on the project work order. Effort 
should also be made to maintain assignments as scheduled. 


Actual practice demonstrates that this can be done. In de 


tailed surveys that do not require the installation of mew 
systems and procedures, estimate one day in the schedule 
for each employee, regardless of the type of work per 
f d. TI Wall eer iia a ere Oe 

formed. This wall allow time for interviews, participation in 


} 
group meetings, analyses necessary to dev ise new systems 


t 5 
! 
and procedures, counseling and advising on installation dur 


ing the survey, and developing agreement on proposed re 


oy: ” 1 | 
commendations. This time allowance does not include th 


preparation of the final report. The time required on this 


tar } » 1} | ne ] ] ] P Le . +} . 
latter phase Will Gepend largely upon tne ex tne re 


comin ndat ons, 


Interviewing individuals 
\fter planning and scheduling the review, and the indoc- 
I § 
; : : . 
trination of individuals who wil! make up the survey group 


is completed, the analysts should at once start the actual in 


terviewing, Each analyst will have already acquainted him 


self with the work, read the job descriptions, scrutinized the 


“1 aoe ! 
forms used, and will have acquired a general working 
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knowledge of the activities of the business or organizational 
component under review. 

Ask the supervisor of the unit under survey to introduce 
personally the analyst to the individual to be interviewed. A 
briet comment by the supervisor as to the survey and an 
unequivocal statement that al! the information about the 
work should be readily given is appropriate. 

The analyst should sit at the side of the individual or 
across the desk, having all material at hand. Never take over 
the employee’s place behind the desk. good impression is 
created if the analyst has his material well organized in 
preparation for the interview. 


Explaining the purpose 

In order to relieve any tension on the part of the em 
ployee being interviewed, it is fitting for the analyst to com- 
ment briefly on the survey as a means of taking an inventory 
of the work, and the possibility of improving upon or elimi- 
nating systems and procedures. Avoid mystery and secrecy. 
Create an atmosphere of constructive assistance rather than 
criticism. Answer questions frankly. During the survey, the 
analyst should observe the sane working schedule as the 
organization being surveyed—starting, lunch, and quitting 
hours should be observed. In conducting interviews, how- 
ever, give the employee one-half hour at the start and the 
same at the end of the day to enable him to take care of 
things he must do, Never continue a morning interview 
into the lunch hour. 

Get on common ground with the individual being in- 
terviewed. 

In explaining the purpose of the interview as described in 
the preceding paragraph, the analyst should have reached a 
common understanding with the individual, put him at ease, 
and paved the way for securing suggestions for improve- 


ment. Tact must be used to avoid any antagonism, such as 


: 
ie 


+~+ 


; 
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Exhibit E 


arguing or endeavoring to sell ideas, thus handicapping the 
effectiveness of the interview. It is a good plan to listen 
attentively. 

Inquiry at the outset as to what the individual is working 
on at the moment and what he has ahead may disclose how 
close the individual is to completing current work and the 


LIST OF SCHEDULED REPORTS 


NAME OF REPORT 


DUE 


FR ° 
DATE EQUENCY DEPT 


Schedule of Profit Estimates 


Comments on Forecast Changes 


Summarv of Products Delivered 5th 


Fri. Prec. 3rd Mon. Monthly Compt. 
Fri. Prec. 3rd Mon. 

Sched. Sources and Disp. of Funds” Fri. Prec. 3rd Mon. Quar terly 

Financial Statements 14th W.D. Monthly Pres. 
Month End Cash Balance Te le type . Treas. 
Account Reconciliation 12th W.D. Compt. 


Statement of Shipper’s Crude Bal. 5th W.D. 
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Exhibit H 


List OF EMPLOYEES WORK PLANNING SCHEOULE 


SURVEY 
GrouP 


WORKING DAYS SCHEDULED 


SALARY JOB 
CLASSIFICATION 


TITLE 
{PRINCIPAL DUTY) 


POSITION OR GROUP EMPLOYEE 


waRCH 


jw. fem. a. | 27 | 26 f2 | ry} wl 12 | 13 | 10 


Se 


= _ 4 nanasdhensatiponant 
Secretary and Treasurer Bill Jones Group A Secretary and Treasurer 2 ha 7 x | 


Accounting Supervisor aie, Bob Saith Croup 6 Supervisor x 


—= 


esos 


r Relief Clerk - 
A econar 


| FINANCIAL ACCOUNT ING 


a ; 
| TRAFF iC 


Office Examiner Fred Stockton Head Clerk 


Head Clerk 
Senior Clerk 


Joe Burns 
Doug Linsay 
Jack Barnes 
Curt Jones 


Senior Clerk Ac 
Sentor Clerk 
Ted Gaines General Clerk 
Ellen Foster 
Cleo Brown 


General Clerk 
General Clerk 


Head Clerk 
Sentor Clerk 


Russ Lang 

Mel Devine 
Fred Nickle 
Roy Masters 


Senior Clerk 


Senior Clerk 


Head Clerk 
General Clerk 


Frank Hays 
June Stewart 


Irene Stone 
Edna Doyle 
Shirley Payne 


General Clerk 


General Clerk 


Renee Fraser General Clerk PBX 


Joyce Carlson General Clerk 


Bob Nelson Junior Clerk 


General Clerk 


} 
| 
} 
} 
} 
| 
} 
| 


On vacation starting March 12 


TOTAL ORGANIZATION 


Meetings with manageaent 


Relief - Office Examiner aac . 


Financial Accounting 

Plant and Equipaent 

counting 

Payroll 

Accounts Payable 

‘ys Payroll and  Steno-lypist 

4 Accounts Puyable and 4 Steno-Typist 


Stock Accounting 
Yield - 
Utilities 

Relief and Training 


Low Pressure Distillation 


Traffic Supervision 


Traffig Clerk 


Serves Manager as 
Typist - PBX - Teletype - 


Typist (Engineering 


General Clerk Steno 


i 


Stenographer 


Relief 


Operator 
Files and Typing 
Mail and Messenger 


amount of backlog. This will provide a gauge of the utili- 
zation of the individual’s time. If the individual is working 
on something urgent, he should be advised to complete it. 
The analyst can then defer the interview until convenient. 


Start with job description 

Reference is made to the job description shown in Exhibit 
“C” (September issue). The analysts should start in with 
the first item and go through al! of the work detail. Exhibit 
“I,” page 35, shows excerpts from actual notes taken in 
connection with the position indicated by the job description 
in Exhibit “C” (in the September issue). Questions raised 
by the analyst during the course of the interview and the 
answers finally developed are also shown in Exhibit “I.” 
The percentage of time taken to complete each phase should 
be discussed with the individual. It may not be necessary 
to take notes on every item of detail as the job description 
may be adequate. Interview notes may be supplemented 
with notes on each form, as shown in Exhibit “E.” The 
questioning attitudes, as described under “The Questioning 
Attitude” must be applied. 


The questioning attitude 

Why is the work done? 

It is necessary to inquire into the reasons for the prepara- 
tion of each item of information on the form, record, or 
report. Sometimes the individual who prepares it doesn’t 
know the reasons for preparation. In such cases the analyst 
should inquire at other levels within the organization. 

What purpose ts served? 

The purnose of the form, record, or report, and the actual 
value to the company should be ascertained, applying the 
questioning attitude to all items. 

Is it duplicated elsewhere? 


34 


It may be found that the record or report is prepared else- 
where or that another type of record or report already being 
prepared would serve the same purpose. 

How can duplication be avoided? 

Duplication can be avoided by making one form, record, 
or report serve all purposes, without recopying or changing 
the content to meet the particular whims of different mem- 
bers of management or others. This may, on occasion, re- 
quire considerable selling and negotiation, but the result 
should be worth the effort. 

What is the worst that can happen if the work isn't done 
at all? 

The value of the record or report is often measured by 
what would happen if it weren't used at all. There is, of 
course, little question about the preparation of records and 
reports that are necessary to meet business, corporate, or 
governmental requirements, although in most cases it is 
possible to devise improved systems and procedures in secur- 
ing information. More serious inquiry and investigation into 
operating and managerial reports would be appropriate. 

Sometimes reports are continued monthly despite the fact 
that the original inquiry contemplated only a one-time re- 
port. All reports should be brought to management’s atten- 
tion for possible elimination or for reducing the frequency; 
for example from a monthly to a quarterly basis. The end- 
use of every item should be questioned. 

Does the recipient of the information know the extent of 
the job and the cost? 

Very often a member of management will request infor- 
mation but will not be apprised of the cost, because of the 
supervisor's reluctance to challenge the request. It is possible 
that with knowledge of the cost, the members of manage- 
ment would have been satisfied with less information or 
would have used reports already in existence. 

(To be continued in November) 


Ba ia eo ce i le eS aks —~  a + Be te o> i BES ee of ee 
oe vee : ¥ : e: je: aa i: 3A oP Beate. oo ee oo a eee mS 
Be: a oa eer “wei: ™ * one é aan : FR a ii i > ae Mie a ak ae 
0 ; f : : 

wed a 
* HT 
F _ —— a 
ae = eS = —=— so + + = = —— 1] 

a - + : + -- } | 

ii ee | = ns 

a — rots Se a a Oe ee eB eT 

a : 4 Jan SRS eS ee 
; pansion a 5 ee Oe ae ts 
| mie SHE We a a 
; - 1 || az. ] x | t 3 

ait : | iotatded a Ba 
a PRODUCTION (STUCK) ACCOUNTING ‘ | | AGN Tet EE AS ” = 
; - : | 4 enon ooo on 
E 1 | zs | | x | 
; a : | | OT kw a 

4 ies ; — ieee ae ae ae 8 i a fe 

oe ie si “ — aS = ee 

ial . a a a 3D SS SH Sh we eS BT Ba 

oe) — it ; + ) a : + +—4 + } +—_+—+ 

eae — Ht } | $—+- 4-1 ional =| _—_ 

an SERVICE GROUF 7 ; it | j | BBaawe a 

bani aes Ee [ ] - : - 
: _——___l $§= | 1 * 
| oe | Eco! Su a ol lB Bs tS 

seep — — - - + 1 + ; 5 } } | ; Si 2) = 

wget « - — — — My } } } } | - 

: i OTHER_CLERTCAL | ae 

Ae : et | Tom Norris . EE | Shops Field Clerk 1s | | } | ‘ead SSS aa eg PE Ds ‘ 

i: $<} “ } } ! ae a = wa 
+ i | 
ne \| i | 

Pee. eC i * x | . | z|s8 

Lf 

oe 

pig o* 

Lik 4 

a 

i. ye? 

> aan - 4 

‘7 * 

ie 

rs 

apa 

es 

aie 

ig! 

cali 

Bs 

as 

5. @ 5 

Oe da 

ae 

phy é 
ce 

ae 

Bee 5, 

z = 
or 

& 7‘ 

ss } Log 
~ ‘ : ' q : fe s " 4 a . F A 
Za SS 7 LA ie = . a 1 4 ie ; - on: + ma CU e GS fan | wen, ciag 
a Fae ss 4 7 af ee ae ae gi By tam, 2 3 

- Ses me Pe hile “we a am Rey Oy oe. ed mer de: S 
ie ee fe BY ee 5 r "eas > ais | oS ey ane ie. ©” ahs 

Sitios in 


EXCERPTS FROM WRITTEN DETAIL OF 
INTERVIEW WITH COUNTER CLERK 


(Questions raised by the Analyst and answers are shown) 


Mrs. Marie Riley 


Maintains meter reading schedule for the month (this sets the basis for perform- 
ing meter reading and cycle billing by days). Maintains delinquent account follow-up 
form M-271 showing date bill presented, date notice of unpaid bill presented, and 
date notice of discontinuance of service. Recaps and obtains statistics at month-end 
for forwarding to Home Office. Maintains record of turn-off of service dates and num- 
ber. Maintains monthly record of meter books and service bills in transit showing 
date and hour received from billing section for presentation and also showing date pre- 
sented to customer. Maintains another control record prepared from the foregoing 


documents as an added check on delinquent account follow-up processes. (See my notes 
on forms.) 


QUESTIONS 

Why is this multiple series of forms necessary? 

Why can’t one control form be devised to facilitate the work and save 
time? 


ANSWERS 


One control form was devised and much unnecessary detail was elimin- 
ated. 


Follows up on delinquent accounts. First process is to follow up according to period 
elapsed since presentation of bills to customers according to cycle billing dates by reference 
to control schedules. 

Delinquent Accounts Receivable Report 

Prepares this report by typing direct from stubs turned in turnstub binders for those 
accounts with unpaid balances after 7 days have elapsed. Each individual account is listed 
with amounts due segregated by 30-60-90 davs. Copy is sent to Home Office and one to file 
(See my notes on forms.) é , 

Notice of Unpaid Bill 

After 15 days have elapsed accounts are rechecked and a notice of unpaid bill is sent 
to customer. A copy is kept in box file for follow-up purposes. 

Discontinuance of Service Notice , 

After 25 days have elapsed accounts are rechecked and a discontinuance of service notice 
sent to customer. A copy is kept in box file for follow-up purposes, as follows: 

1. 5 days after final notice sent, bill is given to Serviceman to collect. 
2. If customer not home. Serviceman leaves 24-hour notice. Otherwise cuts off 
service if customer doesn’t pay. 

If account cannot be collected the account is taken out of current accounts receivable by 
journal entry. 

After this transfer, four different form letters are mailed to customers requesting pay- 
ment. Finally, the account is turned over to a collection agency if all other means of collec- 
tion have failed. Eff>rt is sometimes made to have another utility company collect if cus- 
tomer moved to another area. 


QUESTIONS 
Why is the Delinquent Accounts Receivable Report prepared? 
What can the Home Office add to collecti »n of individual account delinquent balances? 
Why is Home Office exercising current control? 


Why isn’t there the means for holding District Managers accountable for overall re- 
sults? 


Why attempt to split accounts due by 39-9°-99 days when the principal guides to status 
of delinquent balances and currency of receivibles are the notices mailed to customers re- 
questing payment? 

Why are so many “follow-up for collection” letters sent to customers? 

ANSWERS 
Elimination of typed report. 


New concept of following delinquent balances based on number and value of delinquent 
notices mailed. 


Delegation of greater responsibility and authority to District Managers. 
Institution of overall controls rather than current following from Home Office. 
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ANALYSIS OF ORGANIZATION-EQUIPMENT & SPACE 


When office layout is involved— 


You ean't plan 


THE SHORTAGES of office space that have plagued man- 
agement executives since the early days of the war are now 
being eased through new building construction, moderni 
zation of existing structures, and reconditioning and 
replanning of office units. 

But the increasing availability of space imposes a new 
obligation on office managers. As offices move into new, 
improved quarters, those responsible for office functions have 
a chance to plan their space allotments and layout under 
ideal conditions, to achieve the most efficient and functional 
working arrangement. 


An overall review of building activity across the country 
indicates that speculative builders and investors are invading 
communities that in many instances haven't had any new 


cfhce construction since before the war—and in 


some 
instances since the 1929 crash. As a general rule of thumb, 


Mr. Ripnen, nationally known architect, has 
been a pioneer in the field of office layout 
and building for many 
years. This article, 
which is based on an 
address he gave recent- 
ly before the Office Ex- 
ecutives Association of 
New York, embodies ex- 
perience he gained as 
office planning consult- 
ant for such firms as 
General Electric, Re- 
public Steel, and Gulf 
Oil A major during 
World War Hl, Mr. Ripnen organized and ad- 
ministered the space control operation and 
related problems involving 65,000 people in 60 
Washington buildings, including the Pentagon. 


te 


An organization analysis is vital in office planning 


— 


too ea rly! 


by Kenneth H. Ripnen 
President, Kenneth H. Ripnen Company, Inc... New York 
it is assumed that any community with ten million square 
feet of present space can easily absorb a million square teet 
of new construction. As firms move from older buildings 
into the new ones, their places will be taken by smaller 
firms. 

Checking this ratio in New York City, it is found that 
the city’s twelve million square feet of new construction— 
over an existing total of approximately 115,000,000-125,000,- 
000 square feet of existing space in commercial and 
tenant-owned buildings—are being rented as fast as the 
buildings are being built. 

As corporations now occupying substandard space con 
tinue to relocate, and simultaneously bring their space re- 
quirements up to standard, there should be no difficulty in 
continuing to absorb the present building 
program, 


construction 


In this sudden burst of new office building construction, 
so many people are talking of office space, and “the square 
foot,” that it is valuable to define some of these terms 
according to their usage by different specialists, 

The builder talks of ten to twenty dollars per square foot 
as the cost of building a building—and he means the 10,000 
square feet measured from the outer walls of the building. 

The real estate broker or owner renting the space talks 
of ten or twenty thousand square feet at four to eight dollars 
per square foot for rental, measuring the inner usable areas. 

The office manager talks of ten or twenty thousand square 
feet—and he is thinking in terms of the area needed for 
space assignment to a department for desk layout. 

This last is the area which will be discussed in this article. 
Building dimensions from outer wall to outer wall are the 
gross area of a floor. When the outer walls’ thickness, the 
clevators, stairs, and mechanical shafts are disregarded, the 
“area of usable office space” remains, and perhaps toilet 
factilities and building service closets. 

If the area allotted to toilets and closets is subtracted, and 
the space needed for a basic circulation pattern which will 
allow workers to get about the floor area, the remaining 
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figure constitutes a net office space hgure in which the 
office layout can be planned, and in which individual de- 
partments can plan their desk or specialized layout. See 
illustration on page 38. 

In planning office layouts, too many companies get right 
to work and start assigning space to departments and laying 
out furniture without first conditioning the office space for 
use, and planning and designing the structural and me- 
chanical conditioning of a premise for the type of use to 
which it is going to be put. 

For example, are partitions to be of the traditional type, 
which become a structural element of the entire space, or 
are movable partitions, which are as flexible as desks and 
almost an integral part of the office equipment, desirable 
in the particular situation? 

There is a difference in density of approximately 30 per 
cent between these two concepts alone, and if the office 
building is being constructed for tenant ownership, this 
point should be decided well in advance of building con- 
struction, since a different approach to conditioning, 
planning, and designing the interior and exterior of the 
building is called for, according to the type of partitions 
to be used. 

Thus, when the partition is considered a structural ele 
ment (whether it is of masonry or is basically of a movable 
type) window modules are coordinated with lighting and 
air conditioning supplies and returns to make the space 
truly functional and flexible. 

Conversely, if the partition is considered an integral part 
of the desk and as movable as the desk, then there is no need 
for the coordination of the elements of window modules, 
lighting, and air conditioning. The window areas become 
one continuous glass area in the general offices, and the 
ceilings, lighting, and air conditioning are an overall lumi 
nous and “breathing” ceiling. 

The office executive who is familiar with some of these 
space considerations can naturally set more scientific objec 
tives in either new building or remodelling, and achieve 
real efficiencies and economies. 

In either of the cases mentioned above—the conventional 
type space or the integrated partition and department type 
space, the elements of the amount of light needed, heat, 
summer cooling, color, service elements, and physically 
conditioning the premises are constant, It is just the physical 
planning and space utilization concept that changes the 
building and space design. 

Conventional type space has advantages in that one can, 
through the location of window modules, ce ling fixtures, 
air conditioning supply and return, underfloor duct location 
and hung ceiling patterns, control office planning and 
havouts, 


ly disadvantage here is that, because of this coor 


The on 
dination of so many elements, the planner must be more 
liheral with snace. whereas ti oo | | 
beral wilh Space, Whereas the otlice lavout planned around 
the integrated partition and desk permits tighter plannin 


} l 1 
and smaller space allotment standards, giving the 30 per 
cent reduction in overall space requirements cited above. 
One of the most important steps in the process of office 
planning is to analyze the organization and its requirements. 
The torm, “Analysis of Organization—Equ pment and 
Space.” shown on opposite page, illustrates how the total 
space proposed for a client is arrived at through appli 
cation of proper space standards to the individual require- 
ments of this organization. 
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Space Standards 


General Office Areas—60 square feet per per- 
son. Cross over aisle every second or third 
bay. 

Private Office Areas—Executive, 500 square 
feet. (Private office, 400 square feet; cor- 
ridor 100 square feet) 

Executive Assistant or Secretary—250 square 
feet. (Private office 200 square feet; cor- 
ridor 50 square feet) 

Administrative Executive—300 square feet. 
(If adjacent corridor add 100 square feet) 

Administrative Assistant or Secretary—}50 
square feet. (If adjacent corridor add 50 
square feet) 

Cubicle—120 square feet—railing or dwarf 
partition 


In utilizing this type of analysis, a job title or classification 
should be given to each employee from the department head 
down, “Secretary to Mr. Jones” or “Steno for Smith and 
White” will advise the designer of the need for proximity 
in layout. “Buyer” will suggest the need for provision tor 
visitors. “Division Head” or “Section Head” will indicate 
the desirability of a more generous space allowance and the 
need for a guest chair. “Clerk” and “typist” will assist the 
specialist in placing these employees in suitable locations. 

Accurate spelling of all names will avoid later contusion. 
Personnel should be listed by divisions and sections, here 
this is applicable. 

Sex of each employee should be indicated. 

A check or an X under “Personnel” in the “Private 
Office” column will indicate that this person requires a 
private office. Where two or more people occupy a semi- 
private office, they can be listed in this column, and group 
occupancy can be noted by bracketing their names. 

Those employees assigned to the General Office should be 
indicated by a check or an X against their names in the 
General Office Column. 

The line of demarcation between general offices and spe- 
cial areas is not a definite one. Generally, the following 
would be considered as special! areas: File Rooms, Shelving 
Areas, Store Rooms, Reception Rooms, Medical Depart 
ments. Rest Rooms, Mail Rooms, I.B.M. Rooms, Conterence 
Rooms, Cafeterias, Libraries, Vaults, Addressograph, Tele 


type, Mimeograph. In addition to personnel, a listing of a 
files, machines, and other special equipment needed tor 
these rooms ts required. 

Under the column headed “Desks.” a “C” should be 
inserted if the individual requires a clerical or executt 
desk: an “S.” if a secretarial desk is needed. 


It no telephone 1s required, a blank can b left in the 


“Telephone” column. Otherwise, the number of phones 
needed for the individual can be given. 
Type of electrical machines needed on the desk should 
} 


\ ‘ ‘ ne d +t : e 
be indicated by abbreviations in. the appropriate 


} Ee 


giving the architect a picture of how many outlets will be 


necessary. 


Elect a s oe ee be deck chonid 
ectrical machines that are not used on the desk should 
] 1 ] e} ‘ ! ‘ +] t 

ilso be indicated in the appropriate column, since outlets 
114 | : 


} rl "1 
Will DC required lor them, an | Also spice a otment wil have 


to be made for them. 
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- OFFICE SPACE ASSIGNMENT = 


Other special equipment needed, such as reference tables, 
side chairs, bookcases, and personal files, should be indi- 
cated by abbreviations. 

Personnel whose duties involve frequently leaving their 
station to contact personnel in other departments should 
be noted in the final column. Also, workers who receive a 
substantial number of outside or company visitors can be 
indicated there. This information will aid in determining 
which individuals should be located for most convenient 
access to the main circulation corridors. 

The column headed “Special Areas” will be filled in by 
the architect. 

In addition to a form of this type—and a separate form 
or forms should be used for each department within an 
organization—any special requirements for additional con- 
ference rooms, reception rooms, or private offices, should 
be listed on a separate sheet attached to the form. 


Typical office layout, designed by proper space standards 


SCALE Feer 
oO zo 


10 ‘iS 


The completed form can then serve as a guide to the archi- 
tects for the projected space analysis after approval of space 
allocation standards. 

Some idea of the scope of the responsibilities which are 
involved in complete and thorough office layout planning 
can perhaps be given by the following standard data sheet 
we give our clients, outlining the services we expect to 
perform for them: 

Physical Survey of Present Office Space and Equipment: 
To make a blueprint (base sketch) of your present office 
space and equipment, indicating departments and personnel. 

Organization, Personnel, and Work Flow Information: To 
make a tabulation of your present organization and per- 
sonnel to disclose the functional details relative to the loca- 
tion of departments and individuals, and information on 
office routines and outside office contacts with your various 


(To page 90) 
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M&V Silk Spun Typewriter Ribbons 


are made to exacting specifications that 
mean premium performance and lasting 
service. Try a Silk Spun ribbon for 
your most particular typing jobs. 


DESIGNED TO SATISFY 
THE MOST PARTICULAR 
TYPIST! 


+ Clean-Edge, Cut Corner Convenience 
+ Smudge-Free 
a i Multiple Copies Print Sharply 
+ Greater Durability 
+ Slip-Proof, Miracle Tone, Curl-less Back 


Looking for the ultimate in carbon paper perfection? 
Try M&V Silk Spun. Silk Spun’s Miracle Tone back 
treatment guards against both curling and slippage. 
Silk Spun’s unsurpassed manifolding quality makes 
possible more clear, clean copies than ever before. And 
your typists will enjoy clean hands and faster paper 
handling thanks to Silk Spun’s clean-edge, cut corner 
features. Try M&V Silk Spun carbon paper in your 


own office, on your own work. Send for free samples! 


‘9 Send for FREE samples! 


MITTAG & VOLGER, INC. 


PARK RIDGE, NEW JERSEY 
RUSH SAMPLES IMMEDIATELY 


GREAT NAMES FOR SPARKLING PERFORMANCE 


Gent Ik ly l[accan 
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I use a Regular [] Noiseless [] 


| Electric [[] typewriter and usually make_ copies. 


Address 
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L. A. Appleby J. M. Hughes 


K. B. Willett 


Vv. J. Murphy 


Specialists to analyze office management 


problems at AMA conference this month 


EXECUTIVES OF SEVENTEEN leading companies wil! 
describe how their concerns are improving their office plan 
ning at a three-day American Management Association con- 
ference on office management to be held in New York this 
month. 

More than eight hundred management executives will at- 
tend the meeting, to be held October 12-14 at the Hotel 
Astor. Human relations in the office, cost determination, cost 
reduction, office machine purchasing, electronics in the office, 
and work standards will be among the topics discussed. 

The A.M.A.’s annual office management conference ex- 
hibit, featuring manuals, charts, reports, and forms from 
many of the organization’s member companies, will be held 
in conjunction with the conierence. Special displays will be 
contributed by Prudential Insurance Company of America 
on its quality improvement program, Old Colony Envelope 


Company on its work simplification program, and Milwau- 
kee Gas Light Company on its service manuals and office 
operations. 

Panel sessions will include a discussion on Tuesday after- 
noon, October 13, on “Building a Work Standards Program 
for the Office.” Taking as their departure point the thesis 
that the office manager must know what production his 
forces should be turning out before he can gauge the 
effectiveness of his other programs such as work simplifica- 
tion, work measurement, and quality control, the panel 
speakers will be Harry L. Archey, Jr., secretary, The Fidelity 
Mutual Lite Insurance Company, Philadelphia; Arthur E. 
Fain, Supervisor, Clerical Cost Control, Pratt and Whitney 
Aircraft Division, United Aircraft Corporation, East Hart- 
ford, Connecticut; L. C, Shinn, Works 


(To page 92) 
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FLOOR WAX 
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& Pyrox Insecticide Floor Wax com. 
bines a self-polishing Carnauba wax 
with lindane, the new insecticide. The 
manufacturer states that Pyrox is harm- 


less to children and pets, and that it 
achieves a hard finish and a high gloss 
without rubbing within twenty min- 
utes after it is applied. It is produced 
by the Pyrox Chemical Co., 1035 45th 


\ve., Long Island City, N. Y. 


7 A 


measures out the desired lengths of taps 


gummed tape dispenser that 


at the press ot a button has been mar 
keted by the A. C. Hummel Co.. 5349 
, 1 

Kennedy Ave.. 


This dispenser is called “Mazurmaster.” 


Cincinnati 13, Ohio. 
By pressing a button and pulling the 
handle, the operator obtains moistened 
tape of the proper length. The body 
is of cast aluminum and the water-well 


} ] 
1s porcelain enameled. 


1953 


October. 


= 
& Dixie Chrome Products, 711 E, First 
St. Irving, Tex. offers a new line of 
turniture 
called “Holiday.” The line features 


square-tubular steel office 
Naugahyde covers, coil-spring seats and 
backs, and attractive appearance. The 


ensemble shown is called “Capri.” 


. The Clothesmaster line of locker- 
wardrobe units has been introduced by 
Supreme Steel Products, Inc., 52-85 
74th St.. Maspeth, Long Island, N. Y. 
to meet the demand for low cost lock 
ers. The cabinets are of steel, welded 
and reinforced, and are made to har 


monize with office furnishings. 


> Stock covers designed specifically for 
use with plastic binding equipment are 
now offered by the General Binding 
Corp., 812 W. Belmont Ave.. Chicago 
14, Il. The five covers shown are. from 
top to bottom, an embossed finish pa- 
per, a plastic coated paper, an imita 
tion leather, a press polished solid plas- 
tic, and a_plastic-coated paper with 
titles 
can be printed directly on the last of 


lithographed edges. Names or 
these; the other covers permit a “win- 
dow” view of the title. The covers are 
8%4 by 11% inches in size but can be 
made in special sizes. 
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& This plastic strip tabbing is provid- 
ed with pica spaced inserts to avoid the 
necessity of using a soft roller when 
typing titles on blank inserts. It is called 
Aico Typerite Plastic Strip Tabbing 
and is manufactured by the G. J. Aigner 
Co., 426 S. Clinton St., Chicago 7, Ill. 
Aico Typerite Tabbing is offered in 
sizes two or three picas deep and in 
variety of eight colors. It comes in six- 
inch strips, two strips to a glassine en- 
velope, five envelopes to a box. 


‘Y The National Dryer Corp., 616 W. 
Adams St., Chicago, Ill. has developed 
a new fan for its hand dryer. The fan 
was designed to prevent the accumula- 
tion of dust or lint and is said to be 
virtually self-cleaning. This improve- 
ment is a result of research conducted 
jointly by National Dryer and the Tor- 
rington Mfg. Co, of Torrington, Conn. 
The fan is of a double squirrel cage 
type with a new design in the blade 
mounting. It also has a higher rate of 
air discharge, now having a rate of 152 
cubic feet per minute. 
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& The new model 2000 Hermes port- 
able typewriter is now offered in the 
United States through Paillard Prod- 
ucts, Inc., 100 Sixth Ave., New York 
13, N. Y. This Swiss machine has au- 
tomatic margins and key-set tabulator, 
key-set tab stops which can be cleared 
singly or together, lucite card holders 
that are perforated for line drawing on 
stencils and forms, automatic paper in- 
sertion, dual purpose margin releases, 
and an intermediate paper table to 
simplify erasures and permit written 
The grey 
finish with chrome trim. 


notations. machine has a 


WY A fire-resistant steel vault which is 
compact enough to be kept in a desk 
drawer has been placed on the market 
by Goodfrend Metal Products Co., 1017 
E. 75th St., Chicago 19, Ill. Called 
“Safe-T-Vault,” this new product con- 
sists of two complete heavy gauge steel 
boxes, one inside the other, provided 
with a specially treated insulating ma- 
The that 
laboratory tests have shown the Safe-T- 
Vault can withstand temperatures up 


terial. manufacturer states 


to 500 degrees for a period of one hour. 
The vault is finished in Hammerloid 
baked enamel, in grey, green, blue, or 
red. It is equipped with a cylinder lock, 
two keys, and a recessed plate with a 
riveted handle. A sealer strip cushions 
closing and eliminates air leaks. 


OFFICE MANAGEMENT 


4 The new Airtube Automatic Switch 
system developed by Lamson Corp., 10 
Lamson St., Syracuse, N. Y. permits 
Airtube <arriers to be dispatched auto 
matically to any of 200 stations in a sys- 
tem by dialing a number. This pneu- 
matic tube system allows delivery of all 
kinds of paper work at speeds up to 30 
feet per second. 
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4 Three new units have been added 
to the line of Wrap Racks offered by 
the Borroughs Mfg. Co., 3002 N. Bur- 
dick, Kalamazoo, Mich. The model 
above is the Wrap Check Rack, which 
is available in three standard models 
accommodating 12, 16, or 20 coats and 
hats. All three are also available in 
double-face units, doubling the capac- 
ity. 

In addition, “add-units” may be add- 
ed to any standard unit. Use of these 
eliminates an upright post on the extra 
sections, The racks are of steel, spot 
welded. 
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p> This is the Ozalid “Bambino,” a 
small, low-priced office copying ma- 
chine just introduced by Ozalid, a di- 
vision of General Aniline & Film Corp., 
Johnson City, N.Y. The Bambino is 
slightly larger than a standard electric 
typewriter and can reproduce up to 
200 copies per hour of anything writ- 
ten, typed, printed, or drawn on trans- 
lucent paper up to nine inches in width. 


4 One of the newest additions to the 
field of visible index units is the new 
“Revo-File,” exhibited before the public 
for the first time at the National Sta- 
tioners and Office Equipment Associa- 
tion show held in Chicago from Sep- 
tember 26th through 30th. Revo-File 
is a new product of The Mosler Safe 
Co., of Hamilton, Ohio. It is a rotary 
card file, with a capacity of thousands 
of cards. The Revo-File line includes 
standard and electric models. A_prin- 
cipal feature of the electrically driven 
model is its push-button contro]. The 
manufacturer states that an operator 
using the electric Revo-File can, by 
means of this finger-tip operation, lo- 
cate and obtain any one of the thou- 
sands of cards in the file within the 
space of a few seconds. The new units 
are designed to help management save 
time and money in the handling of its 
active records. Both the standard and 
Revo-File models were 
shown at the Chicago exhibition, along 
with other Mosler products. The show 
was held at the Conrad Hilton Hotel. 


the electric 
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, 
> A feature of this new lamp, which 
is now being introduced by the Indus- 
trial Lamp Corp., 14th and Blaine, Elk 


hart, fluorescent 


Ind., is its Circline 
tube, which is designed to provide an 
unusually even spread of glareless light. 
The lamp, called the “ILC Catalina,” is 
equipped with swivels at the base and 
at the juncture of arms and_ shade. 
These swivels permit adjustment to 
nearly any position. The new model is 
finished in brown or grey baked ename! 
with polished brass trim. It can be 


used with two-way or free-form desks. 


as 


OFFICE MANAGEMENT 


‘Y The Duo-Phone is an inexpensive 
two-way telephone system designed to 
be so simple to instal] that the average 
man can set it up easily by following 
the directions supplied by the manufac- 
turer. This product is offered by the 
Paul C. Roche Co., Inc., 11 Park Place, 
New York 7, N. Y. The phones are 
supplied in sets of two and can be 
mounted either on a wall or on a desk. 
They operate on a small flashlight-type 
battery of a type obtainable everywhere. 
It is estimated that the battery can op- 
erate a phone for from six to twelve 
months. A built-in buzzer is provided 
to summon the other party to the 
phone. In offices, this buzzer can also 
be used for signaling. 


Y This “C-Thru” transparent paper 
pressure bar has been produced by the 
Maroth Engineering Co., Wilton, 
Conn. to permit typists to have unin- 
terrupted visibility of their work. It is 
made in sizes to fit practically all makes 
of typewriters and can be installed in a 
matter of minutes. 
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> A new feature recently added to all 
industrial model Calculagraphs is a de 
vice which automatically dates job time 
cards, This eliminates hand-dating the 
cards. Calculagraphs print — starting 
lime, finishing time, total elapsed time, 
and date. If desired, they will also make 
automatic deductions tor lunch time 
and other non-working periods. One 
machine is capable of handling any 
number of cards in any sequence. While 
Calculagraphs are designed primarily 
for industrial use in measuring job and 
operations time, they also have been 
used in many non-industrial activities. 
They are made by the Calculagraph 
Co., Inc., Sussex St., Harrison, N. J. 


q Emeco Corp. of Hanover, Penna. has 
designed a clerical posture chair which, 
the company says, incorporates the com 


fort teatures of an executive 


posture 
chair. The new clerical chair, which is 
shown at the left, 1s identified as model 
1008. It has a back of hairpin design. 
The exposed parts of the chair are of 
satin-finished anodized aluminum. The 
features of this new model include a 
foam rubber seat and back. These are 
upholstered in a wide range of fabrics. 
The seat measures 17!) inches in 
width and 1614 inches in depth. It can 
be adjusted 17% 


inches trom the floor. 


from a height o! 
inches to 20'¢ 
The total] depth of the chair is 17% 
inches and the base is 26'4 inches wide. 
As packed for shipment, this new 
clerical posture chair has a weight of 
40 pounds. 
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Y The Bobrick 45 lather soap dispens- 
er has been introduced by the Bobrick 
Mfg. Corp., 1214 Nostrand Ave., 
Brooklyn 25, N. Y. Exterior of the 
dispenser is of polished stainless steel 
and chrome-plated brass. The manu- 
facturer says that the dispensing mech- 
anism is extremely simple, having only 
one spring. There are no small open 
ings, valves or packings in the soap 
channel to invite clogging. The mech 
anism works 


through — force 


pump 


action. 


q The McBee Co., Athens, Ohio offers 
a new Keysort Operations Desk, de- 
signed to combine all Keysort card 
in one unit. A retractable 


Keysorting shelf replaces the conven 


processing 


tional center drawer and the Keypunch 
table has limit stops to hold any McBee 
model Keypunch. The card receiving 
rack on the top ot the desk slides for- 
ward when needed or can be moved 
back to allow a larger working surface. 
Desk has a grey finish and linoleum 
top. 


v Econo-Pak is a system for efficiently 
handling printed forms for phone mes- 
service and 
other such routine matters, using stock 


sages, calls, memoranda, 


torms. This register is made in single 


and duplicate copy models by the Eco 
27th St., 


no-Pak Register Co., 1337 E. 
Kansas City 8, Mo. 
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> Twenty-seven hours of continuous 
music can be provided by the Seeburg 
Select-o-Matic 200, a self-contained and 
entirely automatic music system. It can 
play both sides of 100 45 r.p.m. records 
in any desired sequence. The records are 
played vertically, which permits delica- 
cy of stylus pressure as an aid to high 
fidelity of reproduction. This model 
has a pre-amplifier and a 20-watt am 
plifier and can be used with any type oi 
power amplifier. It can be used with 
radio, television, and public address 
systems. It is distributed by the Atlan- 
tic New York Corp., 583 Tenth Ave., 
New York 36, N. Y. 


VY This Scriptomatic Consecutive Im 
printer is manufactured by the Fischer 
Machine Co., 300-316 N. 1th St., Phila- 
delphia 7, Penna. Using master lists 
made on continuous sprocket-fed fan- 
form stock, it prints information on 
checks, cards, bills, and other items, 
using a spirit duplication process. The 
masters can be made on typewriters, 
accounting machines, or other impres- 
sion-type printing instruments. Hand- 
written information will also reproduce. 
The masters can be from 4 to 10! 
inches in width, Provision is made for 
accurate registrauion, automatic skip- 
ping of unwanted entries, and auto 


matic cut-off. Speed is 6,000 per hour. 


+ The Vocaline Co. of America, Inc., 
Old Saybrook, Conn. has introduced 
two new Vocatron intercommunication 
system models. The new standard 
model CC-20 (D) replaces the former 
standard model CC-2, while the long 
range model CC-45 replaces the special 
model CC-25 (S). The new models 
contain electronic improvements de 
signed to provide better voice and tone 
reproduction, to improve the noise-sup- 
pressing circuit, and to eliminate the 
need for a third wire or ground con 
nection. The Vocatron system is flex 
ible since the units are easily carried 
about. They weigh four pounds each 
and are connected simply by plugging 
into any standard electrical wall socket. 


They can use either AC or DC current. 
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Y This automatic moistening machine 


and tape dispenser, called the “Senior,” 
is now being marketed by the Lipton 
Mig. Co., Inc., 52 W. Houston St., New 
York. It is especially intended for 
heavy duty shipping. It has a new float- 
ing automatic spring-action pressure 
control weight over the brushes which 
is designed to give correct uniform end 
to-end moistening. The machine auto 
matically feeds, moistens, measures, 
cuts off, and delivers the tape in one 
operation. 


(To page 68) 
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News 
pictorial 


q Twelve-year-old Harold McConkey 
of Mitchell, S. D. saw infra-red heat 
applied to safes during a recent tour he 
made of the Mosler Safe Company 
plant at Hamilton, Ohio. The young- 
ster had been intrigued by pictures 
of Mosler’s installation in the Na- 
tional Archives Building in Washing- 
ton, D. C. and had set out with $100 
of his own money to visit the company. 
Traveling alone, he was stopped by 
police in Toledo, who thought that 
“such a little boy with such a big bank- 
roll should not travel alone.” After he 
was returned home, Mosler arranged to 
have him escorted to Hamilton by V. A. 
Hanson, a Sioux Falls Mosler dealer. 
The firm paid all travel and living ex- 
penses. 


= = 

Ae 
Va 
4 These eight “robot watchdogs” are 
set atop the new Los Angeles Statler 
Hotel to control the air conditioning 
of the building’s guest rooms and 150,- 
000 sq. ft. of office space. Designed by 
the Carrier Corp., 300 S. Geddes St., 
Syracuse, N. Y., they face in directions 
corresponding to those of the building 
wings and vary the air conditioning as 
the sun moves from east to west. 


q The four-story windows of the New 
York Stock Exchange have new cur- 
tains of Fiberglas to filter the morning 
sun. Fiberglas, which is not affected 
by sunlight, is a product of Owens- 
Corning Fiberglas Corp., 16 E. 56 St., 
New York 22, N. Y. 
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Make every step tales with floor waxes improved 
with anti-slip LUDOX 


HERE’S HOW “‘LUDOX” ADDS 
SLIP RESISTANCE : 


“Ludox” is colloidal silica—tough, trans- 
parent particles of minute size. Under the 
pressure of a footstep, these particles are 
pushed into the larger, softer wax particles 
This action absorbs much of the foot's for- 
ward-moving energy — reduces the possibility 
of slips. 


OFFICE MANAGEMENT 


The luster of freshly waxed floors in your building need no 
longer be a warning of slippery footing . . . because floor waxes 
improved with anti-slip ""Ludox”’ have a unique snubbing ac- 
tion that gives added traction underfoot. These wax films offer 


even greater hardness than ordinary waxes! 

With all these extra advantages, properly formulated waxes 
containing Du Pont "Ludox” retain the basic properties of high 
gloss, water resistance and leveling. Why not see for yourself 
how much safer your floors can be? Call your maintenance man 
today and have him try a wax improved with anti-slip ““Ludox.””’ 
He can easily get a sample from your wax supplier. 

If your supplier does not have wax containing ‘“‘Ludox,” 
write Du Pont, 4147 Du Pont Bldg., Wilmington, Delaware. 


LUDOX 


COLLOIDAL SILICA 


REG. U. 5. PaT OFF 
BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 
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4 Monthly Feature 


Tools of the Office 


File Cabinets 
Transfer Files 


Manufacturers’ List on Page 64 


Lexington’s “Pro’’-File 


American Metal Products Corp. 

American Metal Products manufac- 
tures two lines of filing cabinets, the 
non-suspension “400” line, and the 
suspension “600” line. 

Construction. Steel _—_ throughout, 
welded. 

Drawer Support. \n the “400” line, 
the drawers ride on rollers, two on each 
drawer and two on the cabinet. In the 
“600” line, the drawers have cradle type 
progressive suspension slides, and each 
drawer is equipped with eight rollers. 

Number of Drawers. Two-, three-, 


four-, and five-drawer models are 


| 
, 
{ 
cd 
| 


offered. 


Naa - 


: 


Sizes. Legal, letter, and card files, 


: 


with several combinations available. 

Dimensions. All types of filing cabi- 
nets are available in 24'%-inch, 26!5- 
inch, and 28!,-inch depths, Widths and 
heights vary. 


Be = A. 


Globe-Wernicke’s model 7341 file 


Finishes. Olive green, grey, brown, 
black, oak, walnut, and mahogany. All 
except olive green are subject to an 
extra charge. 

Other Features. Locks are available 
at $10 extra. 

Prices. For four-drawer letter files: In 
the “400” line, $32.40; in the “600” line, 
$39.50. Other prices in the “400” line 
range from $29.90 to $52.40; corre- 


sponding figures in the “600” line are 


oe See 


a 


$37 to $75.30. These prices are for olive 
green cabinets. 


Art Metal Construction Co. 
Art Metal is represented in this sec- 
tion by a photograph of its five-drawer 
Speed-File. This picture vill be found 
at the left. 
Model Designation. Speed-File. 
Art Metal’s five-drawer Speed-File Hillside’s Champion No. 501 Construction, Welded steel, tenoned, 
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and reinforced from top to bottom. 

Drawer Support. Side-arm_ roller- 
bearing suspension on five-drawer mod- 
els. Ball-bearing cradle type of pro- 
gressive suspension on other Speed- 
Files. The suspension used permits 
the drawers to extend fully, so that the 
contents lie back in reference position 
automatically. 

Number of Drawers. Five. Two-, 
three-, and four-drawer models are also 
available. 

Sizes. Letter and legal sizes. 

Other Features. A positive drawer 
latch prevents drawers from rebound- 
ing when closed. 


Delivery. Immediate. 


Art Steel Sales Corp. 

Art Steel offers a complete line of 
filing cabinets under the trade name 
“Steelmaster.” A typical cabinet of the 
No. 2600 line appears in a photograph 
on the following page. 

Model Designation. “Steelmaster™ 
No. 2600 line. 

Construction. Steel, electrically weld- 
ed. The bottom is fully closed and the 
front kick plate has extra strength. The 
cabinet has three fulltength reinforce- 
nents and every cross tie is reinforced 
at the corners. 

Drawer Support. Heavy suspension 
slides with ten rollers per drawer, in- 
cluding two of the ball bearing, two ot 
the case hardened, and one of the float- 
ing type for each slide. 

Number of Drawers. “Steelmaster™ 
cabinets are available in various sizes 
apd combinations. 

Sizes. Various. 

Other Features. The drawers are 
cauipped with positive —side-locking 
compressors. The hardware is of alumi- 
num, and a safety latch prevents draw 
ers trom rebounding or from rolling 
forward when the cabinet is moved. 


Berger Mfg. Division, 
Republic Steel Corp. 

Featured among the many Berger 
cabinets is the desk-high file No. 5322, 
which is illustrated in page 62 

Model Designation. Desk-high File 
No. 5322. 


Construction. Steel 


Drawer Support. Cradle suspension 


Next Month: 


Executive Desks 


Supply Cabinets 


October, 1953 


OFFICE MANAGEMENT 


with ball-bearing rollers. 

Number of Drawers. One l\etter-size 
drawer and one box drawer with ad- 
justable divider. 

Size. Letter size only. 

Dimensions. 17% inches wide; 30 
inches deep; 29 inches high, adjustable 
to 30% inches. 

Finishes. Baked enamel, in platinum 
gray, olive green, walnut grain, and 
mahogany grain. 

Other Features. Linoleum top; slid- 
ing reference shelf: four adjustable 
feet, allowing 14-inch height adjust- 
ment, 

Other Models. Berger also manu- 
factures three grades of standard filing 
cabinets in two-, three-, four-, and tive- 
drawer models, both in legal and let- 
ter size. Drawer suspension is of the 
cradle type with ball bearings and roll- 
ers, the number varying with the grade 
of the file. The higher-priced models 
have rubber bumpers and a thumb- 
latch on each drawer to prevent spilling 
should the cabinet be upped. 

Delivery. Immediate. 


Cole Street Equipment Co., Ine. 

In addition to its line of standard 
filing cabinets, Cole Steel manufactures 
a series of units, similar to the one 
shown on this page, which combine 
fling drawers with a concealed vault 
and with space for the storage of sup- 
plies. 

Model Designation. The letter-size 
cabinet illustrated is No. 990. A legal 
size version is identified as No. 1090. 

Construction. Steel. 

Drawer Support. Ball bearing sus- 
pension. 

Number of Drawers. Four, with 
three adjustable storage compartments 
and concealed secret vault. A similar 
model, with three drawers, two ad 
justable compartments, and vault, is 
also available. 

Sizes. Legal and letter. 

Dimensions. Models 990 and 1090 are 


both 17 inches deep. The widths are 


30", inches for the letter size and 33! 
inches for the legal size. The letter 
size cabinet is 514) inches high, while 


the legal-size unit has a height of 52'4 
inches. 

Finishes. Gray or olive green. Wal 
nut, mahogany, and knotty pine fin- 
ishes are available at an additional 
cost of $12.50. 

Other Features. Optional plunger 
type lock, priced at $8.50. 

Other Models. Cole Steel also manu- 


factures a variety of other cabinets, in 
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Art Steel Steelmaster file 


cluding the Air-Flo line of standard 
filing cabinets, in which the drawers are 
supported by means of “a suspension 
cradle within a suspension cradle.” The 
complete line of Cole Steel cabinets of- 
fers a variety of combinations of letter 
or legal-size drawers with card and 
check drawers. Wide-drawer models 
for blueprints, X-rays, documents, 
printed forms, etc., are also obtainable, 
many of these in combination units, 

Prices. For the No. 990 combination 
unit in letter size, $72.50; for the No. 
1090 legal-size unit, $82.50. Other 
prices vary with size, number of draw- 
ers, and design. 


Columbia Steel Equipment Co. 

Columbia’s five-drawer letter file No. 
605 is shown in a photograph on page 
62. 

Model Designation. No. 605, grade- 
A letter file. 

Construction. Steel. 

Drawer Support. Suspension type. 

Number of Drawers. Five in the 
model shown. Other cabinets are ob- 
tainable with two, three, or four draw- 
ers, 

Sizes. Columbia Steel manufactures 
a complete line of filing cabinets in 
legal, letter, card, tabulating, ledger, 
and other sizes. Various combinations 
also are available. 

Dimensions. Model 605 is 5914 inch- 
es high, 28% inches deep, and 14% 
inches wide. 


Other Models. In addition to its 
grade-A line, the company also manu- 
factures a complete grade-B line. These 
files also have suspension-type drawer 
mounting. 

Price. For the unit shown, $99.75. 

Delivery. Immediate. 


Corry-Jamestown Corp. 

On page 61 is shown a three-drawer 
file cabinet from the line of cabinets 
manufactured by the Corry-Jamestown 
Corp. 

Model Designation, Steel Age Grade 
“A” letter file No. 8A41-3. 

Construction. Steel, using a rigid, 
ladder-type construction. 

Drawer Support. Ballbearing  sus- 
pension. 

Number of Drawers. Three in the 
model shown. Other models are avail- 
able with two, four, and five drawers. 
Each drawer has a positive locking 
compressor. 

Sizes. The cabinet shown is letter 
size. Legal and “jumbo” sizes are also 
manufactured. 

Dimensions. Overall dimensions 
vary with the model. Interior clear- 
ance of each drawer is 1244 inches in 
width, 10's inches in height, and 261, 
inches in depth. 

Finishes. Finishes include gray, 
green, mahogany, walnut, and blond 
walnut. 

Delivery. Immediate. 


Dolin Metal Products, Inc. 

Dolin’s No. 1200 series of single- 
drawer filing cabinets is illustrated 
on page 62. 

Model Designation. No. 1200 series. 

Construction. Steel. 

Drawer Support. Non - suspension, 
with ballbearing rollers. 

Sizes. Files of this series are avail- 
able in six sizes, including letter, legal, 
bill of lading, invoice, and two ledger 
sizes. 

Dimensions. Overall dimensions 
vary. Depth is 264 inches. 

Other Features. Each drawer has a 
guide rod for use with eyeletted indexes, 
and a positive locking spring compres- 
sor follower block. The files may be 
equipped with locks at extra cost. 

Other Models. Dolin also manufac- 
tures several other cabinets, including 
the 3000 series of non-suspension cabi- 
nets, which are made in two- and four- 
drawer models. These are made in 
letter and legal sizes. Also available is 
the ten-drawer canceled check cabi- 
net shown on page 67 of the August 
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issue of this magazine. 

Prices. For No. 1250 letter size, 
$15.95; for No. 1260 legal size, $16.75; 
for No. 1298 B/L size, $15.95; for No. 
1291 ledger size, $17.95; for No. 1222 
ledger size, $18.75, and for No. 1281 
invoice size, $16. These prices are list. 

Delivery. Immediate. 


Durable Metal Products Co. 

Durable Metal Products is repre- 
sented in this section by a roller-type 
hile, which is shown on page 63. 

Model Designation. Model 16B roll- 
er file. Model 16A is similar but 
smaller. 

Construction. Heavy-gauge _ steel, 
electrically welded. The file compart- 
ment is mounted at desk height. To- 
gether with its supporting stand, it is 
a one-piece unit, riding on four cas- 
ters. The cover lifts and slides back. 

Size. Letter size, 

Dimensions. Weight, 27 inches, 
width, 13 inches. Model 16B, which is 
illustrated, is 24 inches deep. Model 
16A is 18 inches deep. 

Finishes. Gray or green. Chrome- 
plated handle on cover. 

Other Features. Lock and two keys. 
Side racks for hanging file folders. 

Prices. For Model 16B, $11.50; for 
the smaller model, 16A, $9.50. 

Delivery. Immediate. 


The General Fireproofing Co. 

The General Fireproofing cabinet 
shown in this section is the five-drawer, 
letter-size Super-Filer 5505L. The pic- 
ture will be found on page 49. 

Model Designation. Super - Filer 
5505L. 

Construction. Steel, welded. 

Drawer Support. 
bearing suspension. 

Number of Drawers. Five in the 
model shown. Two-, three-, and four- 
drawer versions are also offered. 

Sizes. While the cabinet illustrated 
is ietter-size, legal-and bill-size files are 
also available. The bill-size cabinets 
are manufactured in the four-drawer 
model only. 

Dimensions. Outside: 15-1/16 inches 
wide, 57 inches high and 28 inches 
deep. Inside drawer dimensions: 12% 
inches wide, 10-3/16 inches high, and 
26% inches deep. 

Finishes. Gray, green, and grain fin- 
ishes including walnut and mahogany. 

Other Features. A special feature of 
the Super-Filer is its swing front, 
which opens forward as shown in the 
illustration. According to the company, 
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this feature eliminates the need to re- 
serve the usual four inches of working 
space within the drawer, thus increas- 
ing the filing capacity by an estimated 
18 per cent. 

Other Models. A line of rigid front 
models is also available. 

Price. $116 for the model illustrated, 

Delivery. Immediate. 


The Globe-Wernicke Co. 


On page 48 is illustrated a four- 
drawer file from Globe-Wernicke’s 


“7000 Line.” This is one of several 
types of cabinets manufactured by the 
company . 

Model Designation, No. 7341. 
Files of the 7000 se- 


ries are made of steel, using a wrap- 


Construction. 


around construction. The sides and 
back are of one piece and this piece 1s 
electro-welded to a one-piece top, front, 
and bottom. 
Drawer Support. 
gressive suspension. 
Number of Drawers. Other 
models in the series have two, three, 


Ball bearing pro- 
Four. 


or five drawers. 
Sizes. Letter and legal. 
Dimenstons. Outside: 5234 inches 


high, 14% inches wide, 2742 inches 
deep. Inside drawer dimensions: 10% 
inches high, 12'4 inches wide, 29-9/16 
inches deep. 

Finishes. Grey, green, grained wal 
nut, and grained mahogany. 

Other Features. Drawer pulls have 
a trigger latch concealed within the 
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~—— Hac editorials attract top executive PAID sub- 
June 8569 scribers ; ; 
July 8498 In steadily increasing numbers, more and more office 
Aug. g494 management executives have been discovering OFFICE 
Sept. 8555 MANAGEMENT as their indispensable source of vital 
Oct. 9154 management information on office systems, services, 
Nov. 9244 supplies and equipment. That's why they pay subscrip- 
Dec. 9427_~—«stion fees to OFFICE MANAGEMENT—the only A.B.C. 
1953 January 9303 audited voluntarily paid publication edited exclusively 
Fei, 9248 for executives concerned with office operations and 
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April 10,023 
May 10.211 MANUFACTURERS: 
June 10302 OFFICE MANAGEMENT'S executive readers welcome 
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Your advertisement gets real penetration thru this active 
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start your schedule next month. 
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The Magazine for Management Executives 
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Complete plates, 5th of preceding 
month. 
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inner suriaces. When the pull is 
grasped to open the file, the trigger 1s 
automatically compressed to release the 
drawer. Drawers are prevented by safe- 
ty latches from when 
Insert drawers are available in 


rebounding 
closed. 
a variety of designs. Automatic locks 
and Tri-Guard rods are optional. 
Other Models. Globe-Wernicke also 
manufactures a series of “Let-R-Guard” 
cabinets in two- and four-drawer mod- 
els. One of these was pictured on page 
40 of the September issue of this maga- 
zine. Let-R-Guard files are made in let- 
ter and legal sizes, and may also be 
variety of insert 


equipped with a 


drawers. 


Hillside Metal Products Co. 

Hillside manufactures a compete line 
of suspension hles known as the Cham- 
pion 500 Series. The four-drawer, let- 
ter-size model is illustrated on page 48. 

Model Designation. The mode! 
shown is No. 501. 

Construction. Steel, with six steel re- 
inforced uprights. Arc welding is used, 
in addition to spot welding throughout. 

Drawer Support. 
plated suspension with ball bearing 
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rollers and case-hardened rollers. 
Number of Drawers, Four in the 
model shown. Other models are avail 
able with two, three, and five drawers, 
plus two eight-drawer models for 
checks or cards, and a model with three 
letter drawers and two card drawers. 
Sizes. Letter and legal. The card files 
can take either 3 x 5 or 4 x 6 cards. 


All 


inches deep. Letter, check, and card 


Dimensions. cabinets are 26 
cabinets are 15 inches wide; legal-size 
cabinets 18 inches. Heights vary from 
30 inches to 61'4 inches. 


Finishes. Baked enamel in green, 
gray, or grained finishes. 
Other Features. Thumb latches, pre 


cision compressors, guide rods, and (if 


ordered ) Yale automath paracentric 
plunger locks. 
Delivery. Within 30 days. 


Invincible Metal Furniture Co. 


Invincible is featuring a tiling cabi- 
net called the Concealed Sate Unit, 
which, in addition to standard filing 
drawers, has a safe hidden behind a 
panel that looks like the front of a 


\ four-drawer unit with 


hI } 
Visibie 18 snown on } 
Concealed Sate 


filing drawer. 
the safe vage Ol. 
Model Designation, 
Unit. 
Construction. Steel, 


(To page 37) 


welded. The 
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COLE’S 10 DRAWER J 
STATIONERS’ CABINET [im 


hes 
STORE YOUR: Glue Rulers tie 
Pencils Blotters 
Pen nibs Crepe paper , 
2 oz. inks Clips, etc. 
Will pay for itself by preventing “shop worn” losses. In- = 
creases sales. Ideal for housing many stationery items on %. 
your sales floor. Entire drawer’s contents visible at one hel” 
time. Heavy gauge steel; electrically welded construction; The 


smooth gliding drawers. Olive green or Cole gray baked 
enamel finish. 


No. 1722 5 9% i : 


ae ; % 
i d 
a 1 
am 


| 4 
INSIDE DRAWER CABINET SIZE 
bil No. Wide High Deep | Wide High Deep _—_—«~Pricee 
? 1722 10 DRAWERS 2278 3” 17%" | 25%" 37%" 18” $59.95 
eo 1924 11 DRAWERS 2458 236 1942” | 273%" 37%" 20%" | 74.50 
se ., f 
eh 1 


“SLIDING SHELF” CABINET [ame 


The most ingenious, time saving cabinet de- 
signed. Gliding shelves enable you to view as 
the entire contents of a shelf without stoop- 
ing or squatting. Just slide out the shelf and 
its entire contents are out in the open. 


In small offices or homes the upper shelf is 
valuable as a typewriter table. After use, 
simply push back the shelf and your type- inp Sige 
writer is ready to be locked away safely. 


Built of heavy gauge steel, will last a lifetime, tie 
equipped with a paracentric lock and 2 keys. 
Finished in both oiive green and Cole gray 
baked enamel finish. 40%8’’ high, 203s’ 
wide, 24's8"' deep. 


No. 401 SY 
50 q 
$49 z 


SLIDING SHELVES 
for easy access 


STEEL EQUIPMENT COMPANY — 
+ 285 Madison Avenue, New York 17, New York 
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COLE’S NEW 


SECRET VAULT 


The “MERCHANT'S” File 


Just right for your office. A file cabinet, a § 


storage cabinet and a concealed secret vault 
all in one. Made of heavy gauge steel. Con- 
tains: two ball-bearing letter files; a drawer 
for cancelled checks, or 3x5 or 4x6 index cards 
(3200 capacity); two adjustable compartments 
under lock and key; a steel safety vault doubly 
protected by Dial-lock plus an extra outer 

$ 4995 door under lock and key (only YOU know the 
No. 1370 vault’s combination). 3242” high, 302” wide, 


With plunger-type lock that automatically locks 17” deep. Cole gray or olive green baked 
all drawers No. 1370PL $57.45 enamel finish. 


Cabinets listed on this and opposite page available in grained Mahogany, Walnut or Knotty Pine finish at $12.50 additional. 


SEND FOR 


Prices slightly higher 


COLE'S LATEST 1953 CATALOG 


O L E 285 Mein Avene 
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The “EXECUTIVE” File with legal size 
instead of letter size drawers, 


No. 1878 $69.95 


The “EXECUTIVE” File 


Contains: Two ball-bearing letter files; two storage compart- 
ments under lock and key; two drawers for 3x5 or 4x6 cards 
(6400 capacity), also used for cancelled checks; plus a secret 
vault. 37'2” high, 30'2”’ wide, 17’ deep. Cole gray or olive 


| No. 1478 $5 9% 


With plunger lock that automatically locks all drawers, No. 1478PL $67.45 


ACTUAL SIZE 


The “DIRECTOR” File 


These files will pay for themselves by preventing petty pilfer- 
age. Contains: three ball-bearing letter files; two adjustable 
storage compartments under lock and key; plus the secret vault. 
3712" high, 30'2"" wide, 17” deep. Cole gray or olive green 


No. 1473 $5375 


With plunger lock that automatically locks all drawers, No. 1473PL $61.45 


The “DIRECTOR” File with legal size instead of letter size drawers, 


- 1878 and 1873 available with plunger locks at $7.50 additional 


CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST 


COLE STEEL EQUIPMENT COMPANY 
i 285 Madison Avenue ) > Ne 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos can be located Save money, transfer into low cost Prontos 


hard to find, collect dust and in a jiffy...stay neat and orderly and use your expensive cabinets over again. 
take up 50% more room. Doubles your filing space. 


SANITARY BASES 
for all size files $360 


... for less active files 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with 
FOLLOW steel on the shell and the four corners of the drawers as well. 
BLOCKS They cost no more than ordinary files! Can be interlocked into 
Zoe er on ae solid units and stacked to the ceiling. Beautiful in appearance, 
finished in olive green to match your regular office files. Will 


LETTER size $355 ost lifetime. 


— ronto 
CHECK size $240 ED 
5 


Prices slightly higher in Texas, y T r.) R A G £ Fi L E Ss yi 


Colorado and West of the Rockies. 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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safe unit is covered with asbestos to 
increase its fire resistance and is weld- 
ed into the top drawer opening. It has 
a heavy armor-plate door with a com- 
bination lock. When not in use, the 
sate is concealed behind a drop door. 

Drawer Support. Suspension type. 

Number of Drawers. Two, three, or 
four, including the safe unit. 

Sizes. Legal and letter. 

Dimensions. Letter-size drawers are 
15 inches wide; legal-size drawers 
measure 18’ inches. All cabinets are 
28 inches deep, and the three models 
have heights of 30% inches, 42 inches, 
and 52 inches, respectively. 

Finishes. Gray, green, tan, walnut, 
or mahogany. 

Prices. $121.50, $140.75, $147.25 re- 
spectively for the two-, three-, and four- 
drawer models. 

Delivery. Immediate. 


Lexington Metal Products, Inc. 

A line of filing cabinets designed to 
have ornamental value in addition to 
functional values is offered by Lexing- 
ton Metal Products, Inc. Cabinets of 
this line are known as “Ultra-Files.” 
The two-drawer model appears in a 
picture on page 48. 

Model Designation. The two-lrawer 
model is called the “ ‘Pro’-File.” 

Construction. Heavy-gauge furni- 
ture steel with expanded metal wrought 
iron grill effect. 

Drawer Support. 
type. 

Number of Drawers. Two in the 
model illustrated. A_ three - drawer 
model, called the “Tri-File” is avaii- 
able, as is a two-drawer model com- 
bined with a storage cabinet. The lat- 
ter is known as the “Conso-File.” 

Sizes. Letter only. 

Dimensions. The letter files are 15 
inches wide; the combination model is 
30', inches wide. The two-drawer 
mode] is 30 inches high, the combina- 
tion model, 30'4 inches, and the three- 
drawer file, 42 inches. All models are 
14 inches deep. 

Finish. Jet black baked-on satin 
finish with brushed brass concave draw- 
pulls. 

Other Features. The drawers have 
movable follow blocks. The combina- 
tion model has an extra shelf. 


Non-suspension 


Other Models. Lexington also manu- 
factures a line of standard filing cabi- 
nets in two- and four-drawer models. 
Letter-size files are available in either 
suspension or non-suspension type 
models; legal sizes come in suspension 
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versions only. These cabinets are ob- 
tainable with or without locks, and in 
either gray or green finishes. 

Prices. For the two-drawer “Pro”- 
File, $24.95; for the three-drawer Tri- 
File, $29.95, and for the combination 
Conso-File, $39.95. 

Delivery. Immediate. 


Lyon Metal Products, Inc. 

Lyon manufactures filing cabinets of 
both the suspension and non-suspension 
type. The four-drawer letter-size model 
of the suspension type is pictured on 
page 48. 

Model Designation. The model 
shown is No. 1101. Without a lock it 
would be No. 1100. 

Construction. Steel. 

Drawer Support. Suspension type. 

Number of Drawers. Four. Other 
cabinets are available with two, three, 
and four drawers. In addition, the 
company manufactures a_ letter-size 
model with three letter drawers and 
two card drawers. 

Sizes. Letter and legal in all except 
card combination models. 

Dimensions. All cabinets are 28 
inches deep. Letter-size models are 
14%, inches wide, legal-size models 171; 
inches. Heights vary. 

Other Models. Lyon also produces 
letter- and legal-size files of the non- 
suspension type. Two- and four-draw- 
er models are offered. In addition, the 
company makes a series of flat drawer 
niles. 

Meilink Steel Safe Co. 

Although primarily known for its 
safes, Meilink has just introduced a 
multi-lock insulated file cabinet called 
the Hercules. The four-drawer model 
appears in an illustration on page 62. 

Model Designation. Hercules Multi- 
Lox insulated file. 

Construction. The case consists of 
an outer and inner steel shell with 
Thermo-Cel insulation in the wall. Steel 
panels are installed between the draw- 
ers to prevent pilferage. 

Drawer Support. The Hercules has 
ball bearing suspension, using progress- 
ive extension slides. 

Number of Drawers. Four in the 
model pictured on page 62. Two- and 
three-drawer models are also manu- 
factured. 


Sizes. Letter and legal. 

Finishes. Gray, green, walnut, or ma- 
hogany. Hardware in satin chrome. 

Other Features. Hercules files can be 
ordered with lock combinations to meet 
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user's requirements. As many as seven 
locks can be installed on a single draw- 
er. An additional security measure 1s 
a signaling device which cannot be 
closed until every drawer in the stack 
is secured. Each drawer has a grip- 
type handle which operates a latch 
mechanism securing the drawer at both 
top and bottom. 

All models are available with either 
the Class C or Class D Underwriters 
Laboratories Label, signifying high 
standards of resistance and, in the case 
of the Class C Label, a 30-foot drop test. 

Prices. Prices vary from $140 for the 
two-drawer model to $325.80 for the 
four-drawer model. 


Metal Office Furniture Co. 

The Metal Office Furniture Co. 
markets its office furniture under the 
trade name “Steelcase.” The Steelcase 
file model 1805 is pictured on page 60. 

Model Designation. Steelcase model 
No. 1805 is illustrated. 

Construction. Steel. 

Drawer Support. Suspension type, 
using case hardened, polished steel 
balls. The drawers have double run- 
ners. 

Number of Drawers. Four. The 
company also. manufactures two, 
three-, and five-drawer cabinets. 

Sizes. Letter, legal, and sizes to ac- 
commodate 3 x 5, 4 x 6, 5 x 8, and tabu- 
lating cards. 

Dimensions. Of the model shown, 
52% inches in height and 14% inches 
in width, outside. Filing space in each 
drawer is 124 inches in width, 104% 
inches in height, and 26% inches in 


depth. 


Finishes. Gray, desert sage, olive* 


green, mahogany, and walnut. Mist 
green and blond tan finishes are avail- 
able at slight extra cost. 

Other Features. Insert drawers for 
special purposes are available. The files 
are punched with knock-out holes so 
they can be bolted together in batteries. 


Monarch Metal Products, Inc. 

This company recently introduced a 
20-drawer tabulating card file. This 
model appears on page 49. 

Construction. Steel. 

Drawer Support. Ball bearing sus- 
pension of the cradle type. A cradle 
holds two drawers, each of which can 
be removed individually. 

Number of Drawers. Twenty. A 
ten-drawer model is also available. The 
capacity of the 20-drawer model is 
78,000 tabulating cards. 
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Northwest Metal Products Co. 

Northwest’s model 3400L “V” ex- 
panding vertical file is pictured on 
page 63, 

Model Designation. No. 3400L. 

Construction. Steel. 

Drawer Support. Cradle type suspen- 
sion. 

Number of Drawers. Four. Also of- 
fered are models with two, three, and 
five drawers. 

Sizes. Letter, legal, ledger, tariff and 
bill. 

Other Features. The distinctive fea- 
ture of this line of cabinets is the “V” 
expanding front of each drawer. As 
shown in the photograph on page 63, 
the drawer front swings forward to 
permit ready access to the drawer con- 
tents. Letters can be removed and re- 
placed without touching the follower. 
Because of this feature, the company 
states, a four-drawer cabinet has a 
workable capacity equal to that of a 
standard five-drawer file with rigid- 
front drawers. Also, filing time is re- 
duced. 

Prices. From $63.25 to $144.75, vary- 
ing with size, number of drawers, and 
lock requirements. 

Delivery. About three weeks. 


Remington Rand Ine. 

A four-drawer model from Reming- 
ton Rand’s “Aristocrat” series appears 
in an illustration on page 61. 

Model Designation. Aristocrat IV. 

Construction. Heavy gauge sheet 
steel. The case has a stressed-steel skin, 
spot welded along all joints and to the 
frame. Reinforcing bends are provided 
at strategic points. The front section is 
one rigid assembly, and the center and 
rear uprights run all the way from top 
to bottom. 

Drawer Support. Full extension slides 
with ball bearing and plain roller bear- 
ings. 

Number of Drawers. Four. Other 
Aristocrat models are available with 
two, three, or five drawers. 

Sizes. Legal and letter. 

Finishes. Gray, mahogany, and wal- 
nut. 

Other Features. Drawers are inter- 
changeable and are available in a vari- 
ety of designs to accommodate corre- 
spondence, forms, and cards. 

Other Models. The company also 
manufactures a series of insulated safe 
files. 


Delivery. Immediate. 


Security Steel Equipment Corp. 
Recently added to this company’s 


complete line of filing cabinets is the 
ten-drawer microfilm case pictured on 
page 6U. 

Model Designation. The ten-drawer 
model is No. 8610; a nine-drawer model 
is known as No. 8609. 

Construction. Steel, spot welded 
throughout. 

Drawer Support. Full ball bearing 
progressive suspension. 

Number of Drawers. Nine or ten. 
The nine-drawer model can be expand- 
ed to include a tenth drawer when de- 
sired. 

Dimensions. Outside: width, 20 
inches; height, 52 inches; and depth, 
28, inches. The nine- and ten-drawer 
models are the same height. Each draw- 
er is divided into four parallel channels, 
each with a positive lock compressor; 
the clear filing space in each channel 
measures 45/16 inches in width, 
411/32 inches in height, and 26% 
inches in depth. 

Finishes. Gray, green, walnut, ma- 
hogany, bleached walnut. 

Other Features. The ten-drawer unit 
has 1,055 inches of filing space. The 
interior construction is such as to per- 
mit the free circulation of air around 
every drawer and microfilm reel. Locks 
may be added at extra cost. 

Other Models. The company also 
manufactures a complete line of filing 
cabinets in letter, legal, ledger, tabulat- 
ing, document, card, and other sizes. 
Most of these are available in two-, 
three-, four-, and five-drawer models. 
Drawer suspension is of the ball bear- 
ing progressive type, and the drawers 
are equipped with side-locking com- 
pressors. This series is known as the 
“9400” or “Crestline” series. The cabi- 
nets are 28, inches deep. 

A second series, known as the “8800” 
series, consists of four-drawer cabinets 
in legal and letter size. 


The Shaw-Walker Co. 

On page 60 will be found a picture 
of a four-drawer file manufactured by 
The Shaw-Walker Co. 

Model Designation. No. N1070W. 

Construction. Steel. 

Drawer Support. Ball bearing sus- 
pension. 

Number of Drawers. Four- and five- 
drawer models are obtainable. Other 
Shaw-Walker cabinets are offered with 
two, or three drawers. 

Sizes. Letter and legal. In addition, 
the company manufactures cabinets for 
documents, checks, and for tabulating 
and other kinds of cards. 
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Finishes. Silvertone, olive green, ma- 
hogany, and walnut. 

Other Features. Each drawer has an 
expanding back; when the drawer is 
opened the action of the back auto- 
matically causes the guides and folders 
to fall back instead of forward. “Wobble 
Blocks” permit the contents of the fold- 
ers to separate like the pages of a book. 
Thus visibility of drawer contents is 
considerably increased. The company 
claims that the file has 15 per cent more 
drawer space than conventional models. 

The drawers are equipped with one- 
finger latch releases. The hardware is 
of solid bronze. 

Other Models. Shaw-Walker also 
makes sectional models, with which 
drawer units of various types can be 
combined to suit special needs. Other 
products include a line of insulated 
files. 

Delivery. Immediate. 


The Victor Safe and 
Equipment Co., Inc. 

Victor’s Midline series of file cabinets 
is a recent addition to its line of office 
equipment. This is a medium-priced 
line. One of the four-drawer models is 
pictured on page 61. 

Model Designation. Midline series. 

Construction. Welded steel frame 
and case with a solid top and bottom 
and six uprights. 

Drawer Support. Cradle type, full 
progressive suspension. 

Number of Drawers. Four in the 
model shown. Cabinets with five draw- 
ers are also offered. 

Sizes. Letter and legal. 

Dimensions. A\\ cabinets are 28 inch- 
es deep outside and 26), inches deep in- 
side. Letter size cabinets are 147% inches 
wide outside and 1244 inches wide in- 
side; the corresponding dimensions of 
legal size units are 18% inches and 
154% inches. Four-drawer files are 51 
inches high; five-drawer models 57 9/10 
inches. Inside height of drawers is 
10 3/16 inches. 

Finishes. Gray baked enamel with 
brushed aluminum hardware. 

Other Features. The drawers are de- 
signed not to rebound upon closing. 
Locks can be fitted if desired. 

Other Models. Victor also makes an 
“A” grade series called the “Bestline.” 
These cabinets are made in two-, three, 
four-, and five-drawer heights and in 
legal, letter, ledger, and various card 
sizes, 

The “Fire Master” series of insulated 
files is manufactured in two-, three-, 
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Remington Rand 


Methods News 


New Way to Reap Rich Returns 


from Your Filing Dollars 


In the average office file today, 65% of 
the records have outlived their useful- 
ness—yet remain in the active file, mak- 
ing it difficult and expensive to keep 
an efficient filing system. Management 
is greatly concerned with this wanton 
waste of time and money. That’s why 
Remington Rand has prepared the 
booklet pictured below. It shows you 
how to reap richer returns from your 
filing dollars...provides you with a 
yardstick for measuring record keep- 
ing as it pertains to filing, its purpose, 
growth, value, cost and efficiency. 


NEW SURVEY GIVES 
SPECIFIC STEPS TO CUT COSTS 


Put This Booklet to 
Work By Learning: 


@ How much should it cost to operate 
a file? 

@ What is the average number of 
drawers handled by a file clerk? 

@ What are the minimum standards of 
performance to be expected from the 
different grades of filing equipment? 

@ How can you determine the efficiency 
of your filing system? 

@ How important is control of the ori- 
gin of correspondence and records? 

At the end of the booklet there’s a 5- 

step, thoroughly-tested method for get- 

ting more for each dollar invested in 
filing operations. 

You can save 60° or more of your 
overall filing costs by properly apply- 
ing the treasury of filing facts and 
figures in this easy-to-read, easy-to- 
use booklet. To get your FREE copy 
without obligation, of course. Check 
off LBV543 in coupon. 
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Scientific Sorting Assures 
50 to 75% Saving 


Remington Rand MultiSort has proved 
in actual use that it.can save 50°: to 
75°. of the time demanded for hand 
sorting. Locating any piece of sorted 
material is easy, swift. Each piece of 
paper is held securely in place—no 
danger of blowing away! And valu- 
able office space is saved—as much as 
80°.. Errors are kept at a minimum. 
The FREE folder “Slash Your Sort- 
ing Time With MULTISORT” lists 
additional advantages — shows time 
savings proved by actual time studies. 
Complete details in LBV613. 


TODAY TOMORROW 


Variadex Alphabetic 
Filing Permits Unlimited 
Expansion Without Waste 


There’s a way to eliminate the waste 
of throwing out inflexible index guides 
as your files increase...switch to 
VARIADEX-—the direct expanding in- 
dex with color control. 

With Variadex your investment in 
filing equipment brings additional dol- 
lars rolling back to you in the form of 
faster filing and finding, fewer errors 
and lost papers, higher office morale. 
Users find VARIADEX is alphabetic 
filing at its very best—simple, direct, 
tops in efficiency! Details in LBV392. 


Now You Can “Rent” Experts 

Chances are you’ve known for 
months that the filing systems 
and operating records in your 
office need streamlining. Office 
staffs well-seasoned in tackling 
the most difficult problems in fil- 
ing are available through the 
Remington Rand Business Serv- 
ices Departments. 

The Installation Staff has a 
unique approach—does not dis- 
turb daily operations, trains per- 
sonnel in the new system and 
writes a manual detailing the 
complete new filing procedure. 
You are then ready to swing 
into new methods without 
interruption of your everyday 
business operations. During 
peak-load periods, you rent this 
expert staff and save by getting 
your task finished promptly—a 
far better arrangement than de- 
pending on untrained temporary 
personnel. Check folders BSD2, 
also LBV402. 


Make the Most of Filing 
Space with Shelf Filing 


Why let the space between the top of 
your filing cabinets and the ceiling 
remain unused—especially, today, when 
office space is scarce,expensive? Faster 
reference, easier and quicker filing 
and finding and the economy of space 
and equipment costs make this method 
worth investigating. See the clear 
comparison of shelving vs. vertical files 
in chart complete with understandable 
figures—MC817. Also ask for Certified 
Case History SN784. 


Remington. Fland 


Management Controls Reference Library 
Room 1251, 315 Fourth Ave., New York 10 
| Please circle the numbers below for | 
| FREE literature desired. Mail cou- | 
| pon now: 
; LBVS43  LBV392—_ LBV613 . 
| BSD2 MC817 LBV402 SN784 | 
| Name_ Pl etintinsannsati | 
|  — = ; ” { 
| See —= | 
| eS | 
OoM.4 
L — Profit-Building IDEAS For Business — J 
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and four-drawer heights, all of these 
in legal and letter sizes. Check, ledger, 
and various sizes of card files are also 
manufactured, with the number of 
drawers varying. 

For the Midline series, the 
prices range from $68 for a four-drawer 
letter-size unit to $112.50 for a five- 
drawer legal-size cabinet. 


Prices. 


Watson Mfg. Co., Inc. 

The Watson Mfg. Co. is represented 
in this section by a photograph of its 
Grade “A” tabulating file. The picture 
will be found on page 62. 

Model Twenty-two- 
drawer tabulating file, No. 4127 with 
lock, No. 4128 without. 

Construction. Welded steel. 

Drawer Support. Full ball bearing 
progressive suspension. The drawers 
are held in 11 one-piece closed-bottom 
carriers which can be pulled out to full 
depth. 

Number of Drawers. 
tray-type drawers. 

Dimensions. Width, 19-9/32 inches, 
height, 51% inches, depth, 284, inches, 
outside. The trays measure 7! by 
3-17/32 by 26-1/16 inches clear inside. 

Finishes, Green or gray. Hardware is 
of aluminum. 

Other Features. The trays have high 
sides to protect the cards when stacking 
the trays. The trays are automatically 
locked in the carriers and do not have 
thumb latches, the latter having been 
eliminated to increase the speed of oper- 
ation. Side lock compressors using heat- 
treated self-energizing cams are pro- 


Designation. 


Twenty-two 


Shaw-Walker model N1O70W 


60 


Security Steel microfilm unit 


vided. 

The total capacity of this cabinet is 
573 linear inches. 

Other Models. Watson manufactures 
a complete line of filing cabinets includ- 
ing two-, three-, four-, and five-drawer 
letter-and legal-size files. Card, ledger, 
and other type units are also obtainable. 
Drawer suspension is of the cradle type, 
using ball bearings. 

In addition, the “800” series of files 
contains a variety of sectional units 
which can be combined according to 
the needs of the user. 


Western Mfg. Co. 

One of the line of filing cabinets pro- 
duced by the Western Mfg. Co. is 
shown in an illustration on this page. 
This is the 
model. 

Construction. Steel. 

Drawer Support. Non-suspension 
type, riding on “oilless” rollers. 

Number of Drawers. Four. Two- and 
three-drawer models are also available. 

Sizes. Letter and legal. 

Finishes. The standard finishes are 
pearl grey and olive green. Obtainable 
at slight extra cost are sea mist green, 
desert sage, grained walnut, and 
grained mahogany. 

Other Features. An automatic gen- 
eral lock can be ordered at extra cost. 

Prices. The range of prices is from 
$32.50 for the two-drawer model to 
$48.50 for the four-drawer cabinet. 

Delivery. Immediate. 


four-drawer _ letter-size 


Yawman & Erbe Mfg. Co. 


Yawman & Erbe offers a series 
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Western letter-size cabinet 


executive type “Style-Master” files, of 
which the four-drawer model is pic- 
tured on page 63. 

Construction. Steel, with pedestal 
rim base, panel sides, and linoleum- 
covered and molded-edge top. 

Drawer Support. Cradle-type suspen- 
sion. 

Number of Drawers. 
three-, and six-drawer versions are also 


Four. Two-, 
manufactured. 

Sizes. Letter. 

Model Designation. The 
illustrated is the No. 49424L Executive 
File. 


cabinet 


Dimensions. The four-drawer model 
is 32 inches wide, 30-5/16 inches high, 
and 28% inches deep. 

Finishes. Grey, to match other furni- 
ture in the “Y & E” Executive Suite. 

Other Features. The cabinet is 
equipped with lock and key. Because 
of its height, it serves as a 32-inch by 28- 
inch table, a desk-top extension, a tele- 
phone cabinet, or as an end or maga- 
zine table. 

Other Models. Yawman & Erbe also 
manufactures a complete line of cabi- 
nets, including two-, three-, four-, and 
five-drawer standard filing cabinets. 

Price. For the No. 49424L Executive 
File, $227.50. 

Delivery. Immediate. 


Transfer Files 


Art Metal Construction Co. 
An Art Metal transfer case appears i 
a photograph on page 64. 


Metal Office, No. 
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Invincible Concealed 
Safe Unit 


Construction. Steel construction used 
throughout. 
Drawers. Two steel rollers at the 


front of each drawer opening are pro- 


vided to ease drawer operation. The 
drawers have positive lock compressors 
and guide rods. By the insertion of 
partitions, these transfer cases can be 
used for deposit slips or folded docu- 
ments. 

Other Features. Because of the rigid- 
ity of these cases, they may be stacked 
high without interfering with drawer 
action in the lowest cases. Stacking is 
simplified by a V-shaped channel at 
the rear of the case which permits inter- 
locking. 

Sizes. Legal and letter. 


Bankers Box Co. 

Transfer files made by this company 
are identihed by the trade name “Stax- 
onstcel.” The letter size file, No. 511, 
is shown on page 65. 

Model Designation. Staxonsteel 
Transfer File No. 511. 

Construction. These cases are of 
fiber-board with four applied steel side- 
plates and four '4-inch-thick steel stack- 
ers. The latter bear the weight of the 
files when they are stacked one above 
another. The manufacturer says that 
the case “builds its own steel frame- 
work as you stack it.” As a result, the 
files may be stacked high without 
hampering drawer action in the bottom 
cases. 

Drawers. The single drawer has a 
combination card-holder and handle 
which is guaranteed not to pull off. The 
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Corry-Jamestown 


Model 8A41-3 


Remington Rand 
Aristocrat IV 


front and rear drawer panels are rein- 
forced with masonite. A special wax 
finish is applied to the bottom to re- 
lieve friction. 

Other Features. A tote handle is 
provided in the back drawer panel to 
permit a two-handed grip when the 
drawer is removed from the shell. 

Sizes. Letter, legal, and check. 

Finish, Gray. 

Price. For the letter-size, $4.90 each 
in the two-to-a-carton pack, and $4.70 
each in the six-to-a-carton pack. 

Delivery. Immediate. 


Cole Steel Equipment Co., Inc. 

Among the transfer files manutac- 
tured by Cole Steel is the Model 1200 
letter-size unit pictured on page 65. 

Model Designation. No. 1200. The 
corresponding legal-size model is No. 
1500, 

Construction. Heavy gauge furni- 
ture steel, electrically welded through- 
out. The units can be interlocked into 
solid batteries. 

Drawers. The single drawer is sup- 
ported on ball bearing rollers. Spring 
compressor follow blocks are available 
at extra cost. 

Other Features. Bases are available 
for these files, and locks can be fitted if 
desired. 

Sizes. Legal and letter. 

Dimensions. Inside: 10'% inches 
high, 24 inches deep. Letter-size draw- 
ers are 12'4 inches wide, legal-size 151 
inches wide. 

Finishes. Olive green or gray baked 
enamel. 


OFFICE MANAGEMENT 


Victor Safe Midline 
Series cabinet 


Other Models. A slightly less ex- 
pensive line of transter cases is also of- 
fered, in letter, legal, and check sizes. 
These also are of stecl, electrically weld- 
ed throughout. They can be equipped 
with spring compressor follow blocks, 
locks, and steel bases. 

Prices. For No. 1200, $10.50 singly, 
or $9.95 each in cartons of two; for No. 
1500, $11.50 singly, or $10.95 each in 
cartons of two. The lower priced line 
ranges from $6.95 to $9.45. Steel bases 
for either line cost $4.99; locks, $2.10; 
and compressor follow blocks, $1.90. 


Convoy, Ine. 

Convoy’s record storage files are 
marketed under the name “Chem- 
Board.” A typical file is pictured on 
page 65. 

Model Designation. Chem-Board se- 
ries. 

Construction, Heavy duty corrugated 
board, chemically impregnated to give 
it strength and rigidity. A recent 
change in the production process has 
eliminated staple-stitching on the face 
ot the files. 


Diebold, Ine. 

Diebold’s line of steel transter files is 
known by the name “Sate-T-Stak.” It 
is illustrated on page 64. 

Model Designation. 
series. 

Construction. Shell and drawer are 


Sate-T-Stack 


of 24-gauge steel with mill-edge interior 
steel reinforcement. The weight of the 
stacking is carried by the shell, so that 
the bottom drawer of a stack operates 
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Columbia file No. 605 


Dolin model 1250 file 


freely. Units are self-supporting. 

Drawers. The drawers have friction- 
reducing runners embossed on the bot- 
toms and sides. The steel handles are 
certified to withstand a pull test of 500 
pounds. 

Other Features. Just before painting, 
each unit is chemically washed and 
heat-dried to improve the durability of 
the paint bond. Further protection 
against rust is provided by prime 
pickled and oiled sheets, used in the 
construction of the files. 

Sizes. Safe-T-Stak transfer files are 
available in 23 sizes. 

Prices. From $6 to $10.70, depending 
on the model. These prices are for stock 
models. 

Delivery. Immediate. 


Dolin Metal Products 

During the last few months, Dolin 
has added a line of two-drawer transfer 
files to its series of one-drawer files. 
One of the new models appears in an 
illustration on page 64. 

Construction. Heavy gauge steel, elec- 
trically welded throughout. The design 
is such that the units can be interlocked 
side to side as well as top to bottom. 
They can also interlock with single- 
drawer units. 

Drawers. Dolin’s standard line of 
transfer files have four roller bearings 
for each drawer. The new models are 
similar except for the fact that the 
drawers are mounted in one cabinet. 


The drawers are equipped with brass 


handles and card holders. 
Sizes. Legal and letter. 
Finishes. Green baked enamel. 
Other Models. The single-drawer 
line referred to above is made in 16 dif- 
ferent sizes, including letter, legal, 
ledger, bill of lading, freight bill, in- 
voice, microfilm, tabulating card, and 
check size. 
The Globe-Wernicke Co. 
Globe-Wernicke’s drawer-style fold- 
ing storage case No. 3F-1 is shown in 


OFFICE MANAGEMENT 


Berger desk-high file No. 5322 


an illustration appearing on page 64. 
This is the letter-size model. 

Model Designation. No. 3F-1. 

Construction. High-test corrugated 
board, with a reinforcing metal frame 
on the inside at the front. The com- 
pany says this reinforcement creates 
sufficient rigidity to make possible stack- 
ing of cases in perfect alignment. The 
cases are delivered knocked-down and 
can be assembled in a matter of sec- 
onds. 

Drawers. The single drawer is 
equipped with a strong metal pull, The 
top edges of the drawer are smoothly 
turned to protect the user’s hands. 

Sizes. Letter and legal. 

Dimensions. Letter-size cases: 1048 
inches high, 12% inches wide, and 23" 
inches deep. 


Guide System and Supply 
Co., Ine. 

One of the line of transfer files 
manufactured by Guide System and 
Supply Co. is shown on the next page. 

Model Designation. No. S-40 Trans- 
file. This is a letter-size model. 

Construction. Fiber board. The 
drawer has a steel front, and the front 
of the shell is reinforced with steel. 

Sizes. This file is made in 13 differ- 
ent sizes, including letter, legal, card, 
invoice, etc. 

Other Models. This company manu- 
factures three lines of transfer files. The 
“Regular” series is of all-fiber-board 
construction. The “Leader” series 1s 
illustrated. The “De Luxe” line is simi- 
Jar in construction to the “Leader” 
group, but is not available in as many 
sizes; letter, legal, and invoice sizes 
are offered in this series, 

Prices. $4.35 for the mode] shown, 
including interlock. Prices of other 
models vary with construction and size, 

Delivery. Immediate. 
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The Interior Steel 
Equipment Co. 

The line of transfer files made by 
this company is illustrated on page 65. 

Construction. Steel _ throughout. 
Models are available with or without 
closed base and angle followers. 

Sizes. Letter, legal, invoice, and 
check. All cases are 25 inches deep out- 
side. The letter-size model, No. 45, is 
13 inches wide and 11% inches high 
outside. The legal-size model, No. 
46, is 16 inches wide and 11% inches 
high outside. 

Delivery. Immediate. 


The Mayfair Co. 
Mayfair offers 35 sizes of transfer 
cases, all designed so that stacks of each 


model will level off at a height of 661% 
inches, including the base. A typical 
file is pictured on the following page. 

Construction, Large sizes are made 
of 20-gauge steel. smaller sizes of 22- 
gauge. A recent improvement in con- 
struction is the addition of banding 
iron inside the case. The cases are 
made to interlock both vertically and 
horizontally without the use of tools. 

Drawers. The drawers operate on 
smooth glides. Drawer rollers are avaii- 
able at slight additional cost. 

Sizes. Thirty-five different sizes in- 
cluding letter, legal, check, and card. 
All cases are 24 inches deep. 


1953 
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Top Flight No. 25R transfer case 
OFFICE MANAGEMENT 


Prices. The price range is from $3.80 
to $6.15, depending on size. 
Delivery. Ten-day maximum. 


Oxford Filing Supply Co., Ine. 

One of Oxford’s “Standard” series 
of transfer files is illustrated on 
page 65, 

Model Designation. Standard series. 

Construction. Corrugated board. 

Sizes. Twelve sizes are available. 

Other Models. Oxford also manufac- 
tures a “70 Series” of fiber-board fies. 
Files of this series are steel-clad and 
have steel fronts. A new feature of 
the drawers is the key-slot lock at all 
four corners. This feature was intro- 
duced in letter-and legal-size files, but 
is to be added to all sizes. 

Prices. The letter-size Standard model 
is priced at $2.70. Other prices vary 
with size and construction. 

Delivery. Immediate. 


Parker Steel Products, Inc. 

One of Parker’s steel transfer cases 
appears in an illustration on page 64. 

Model Designation. No. 24LP for the 
letter size, No. 24LG for the legal size. 

Construction. Steel, electrically weld- 
ed, and completely enclosed on all sides. 
The case is reinforced from within. The 
design permits stacking the cases to the 
ceiling. Vertical interlocking is accom- 
plished by means of a concealed nut 
and bolt device. 

Drawers. The single drawer rides on 
roller bearings. 

Sizes. Letter and legal. 

Finish. Baked enamel. 

Dimensions. Of the No. 24LP, 12! 
inches high, 13%4 inches wide, and 
2414 inches deep; of the No. 24LG, 
1244 inches high, 16% inches wide, 
and 241% inches deep. 
Delivery. Immediate. 


Pronto File Corp. 

The line of Pronto storage files is 
illustrated in a_ photograph on 
page 65. 


Northwest Metal model 3400L 
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Mayfair transfer case 


Parker No. 24LP transfer file 


Diebold Safe-T-Stak transfer file 


Globe-Wernicke No. 3F-1 case 


Yawman & Erbe No. 4104R case 


Construction. These files are of 275- 
lb. test corrugated fiber board, rein- 
forced with steel on the shell and on 
the four corners of the drawers. The 
drawers are available with either 
tiber board or steel fronts. The cases 
are designed to interlock into solid 
units tor rigidity and compactness in 
stacking. 

Sizes. The line includes letter, le- 
gal, check, ledger, card and other sizes. 

Prices. For the check size, $2.40; for 
the letter size, $3.55; for the legal size, 
$4.35. Other sizes are priced to corre- 
spond. When the files are ordered by 
the carton, prices are slightly lower. 
Most cartons contain 12 cases, but cer- 
tain sizes are packed six to the carton. 


Remington Rand Ine. 

An installation of Remington Rand 
transter cases is shown on page 65. 

Construction. Steel throughout. The 
drawer body is channeled at the bottom 
for extra strength and the sides and 
back are formed around a heavy iron 
bail, to which they are welded. 

Drawers. The drawers have channel 
suspension with roller bearings. All 
models are of single-drawer height. 

Sizes. Letter, legal, ledger, check, 
card, and other sizes. Certain of the 
larger sizes can accommodate several 
smaller card drawers, 

Delivery. Immediate. 


Top Flight Products Co., Ine. 

One of the No. 25R series of steel 
transter cases manufactured by Top 
Flight Products appears in a_photo- 
graph on page 63. 

Model Designation. No. 25R Series. 
The letter-size case is shown. 

Construction. Steel throughout, with 
a solid band iron rim front. The cases 
are designed for ease in horizontal and 
vertical stacking. The card holders, 
drawer pulls, and guide rod knobs are 
of brass, and the cases are finished in 
either gray or green. 

Sizes. Letter, legal, tabulating, check, 


Art Metal transfer case 


OFFICE MANAGEMENT 


ledger, and invoice. 

Prices. Prices vary with the size. 
The letter-size mode] illustrated retails 
for about $8.95. 

Delivery. Immediate. 


Yawman & Erbe Mfg. Co. 

Yawman & Erbe’s No. 4104R trans- 
fer case, a letter-size model is shown 
below. 

\odel Designation. No. 4104R. 

Construction. Stee) throughout, rein- 
forced internallv. Each case is designed 
to be interlocked by means of a snap 
spring which engages in a recess at the 
rear top of the case on which it is stack- 
ed, plus an auxiliary bolt passed through 
the front top. The cases are completely 
enclosed. 

Drawers. The drawers ride on rollers 
and are equipped with stops, pulls, and 
label holders. Positive lock channel 
compressors are available at extra cost. 

Dimensions. Outside: 13 11 16 
, 


inches wide, 12 5/32 inches high, and 


27 inches deep. Inside the drawer: 12'4 
inches wide, 10% inches high, and 
26 11,16 inches deep. 

Sizes. The model shown is letter-size. 
A legal-size unit is also offered. 

Price. For mode} 4104R, $9.15. 


Delivery. Immediate. 


Manufacturers’ List 
File Cabinets and Transfer Files 


All-Steel Equipment Inc. 

44 Griffith Ave., Aurora, Ill. 
American Box & File Co. 

18 Mangum St., Atlanta, Ga. 
American Metal Products Corp. 

3864 Laclede Ave., St. Louis 8, Mo. 
Arrow Paper Products Co. 

502-504 W. 30th St. New York, 

\ & # 


Dollin two-drawer transfer file 
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Interior Steel transfer file 


Art Metal Construction Co. 
Jamestown, N. Y. 

Art Steel Sales Corp. 

170 W. 233rd St., Bronx 63, N.Y. 

Atlas Stencil Files Co. 

1662 E. 118th St., Cleveland 6, Ohio 

Automatic File-& Index Co. 

549 W. Washington Blvd., Chicago 
6, Ill. 

Bankers Box Co. 

720 §. Dearborn St., Chicago 5, Ill. 

Bentson Mfg. Co., The 
Aurora, Ill. 

Rerger Mfg. Div., Republic Steel Corp. 
1038 Belden Ave., N.E., Canton 5, 
Ohio 

B:rowne-Morse Co. 

Muskegon, Mich. 

Cardinal Sales, Inc. 

5631 W. Madison St., Chicago 44, Ill. 

Cole Steel Equipment Co., Inc. 

285 Madison Ave., New York 17. 

Columbia Steel Equipment Co. 
Lincoln-Liberty Bldg., Philadelphia 
7, Oh 

Convoy, Inc. 

Canton 6, Ohio 

Corry-Jamestown Mig. Corp. 
Corry, Pa. 

Currier Mfg. Co. 
2448 W. Larpenteur Ave., St. Paul, 
Minn. 

Diebold, Inc. 
Canton 2, Ohio 

Dolin Metal Products, Inc. 

315 Lexington Ave., Brooklyn 16, 
N. Y. 

Durable Metal Products Co. 

1709 St. Marks Ave., Brooklyn 33, 
N. Y. 

FPuturamic Steel Products Co. 

1400 Atlantic Ave., Brooklyn, N. Y. 
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Convoy Chem-Board transfer case 


Remington Rand transfer files 


General Fireproofing Co., The 
413 Dennick Ave., Youngstown 1, 
Ohio 
Globe-Wernicke Co., The 
5025 Carthage Ave., Cincinnati 12, 
Ohio 
Cuide System & Supply Co., Inc. 
335 Canal St., New York 13, N. Y. 
Hedges Mfg. Co. 
2931 Wentworth Ave., Chicago 16, 
Ill. 
Herring-Hall-Marvin Safe Co. 
Hamilton, Ohio 
Hillside Metal Products, Inc. 
262-270 Passaic St., Newark 4, N. J. 
Interior Steel Equipment Co., The 
2352 E. 69th St., Cleveland 4,.Ohio 
Invincible Metal Furniture Co. 
842 S. 26th St., Manitowoc, Wisc. 
Kay-Wood Products, Inc. 
Bedford, Pa. 
Keystone Steel Equipment Co., Inc. 
1914 S. Water St., Philadelphia, Pa. 
Leonards’ Detroit 
13029 W. 7 Mile Rd., Detroit, Mich. 
Lexington Metal Products Inc. 
565 Park Ave., Brooklyn 5, N. Y. 
Lion Steel Office Equipment Co. 
3070 Webster Ave., Bronx, N. Y. 
Lyon Metal Products, Inc. 
16 Madison Ave., Aurora, Ill. 
Mzyfair Co., The 
315 N. Desplaines St., Chicago 6, Ill. 
Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo, Ohio 
Metal Office Furniture Co. 
1491 Division Ave. S., Grand Rapids, 
Mich. 
Midwest Metal Mfg. Co. 
1818 N. 18th St., St. Louis 6, Mo. 
Monarch Metal Products, Inc. 
724 S. Columbus Ave., Mount Ver- 
non, N. Y. 
Northwest Metal Products Co. 
1337 E. Mason St., Green Bay, Wise. 


Cole Steel No. 1200 transfer file 


Pronto storage file 


Oxford Standard transfer file 
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Oxford Filing Supply Co., Inc. 
Clinton Rd., Garden City, N. Y. 
Parker Steel Products Inc. 
54-60 Columbia St. Brooklyn 2, 
nN. ¥. 
Peerless Steel Equipment Co. 
Unruh & Hasbrook Sts., Philadelphia 
11, Pa. 
Penn Metal Corp. of Pa. 
50 Oregon Ave., Philadelphia 48, Pa. 
Pronto File Corp. 


285 Madison Ave., New York 17, 
MN. ¥. 


Remington Rand Inc. 
315 Fourth Ave., New York 10. 
Rockwell-Barnes Co. 
35 E. Wacker Drive, Chicago, Ill. 
St. Marks Metal Products, Inc. 
1709 St. Marks Ave., Brooklyn 33, 
N.. k. 
Schwab Safe Co. 
Lafayette, Ind. 
Security Steel Equipment Co. 
50 Manhattan Ave., Avenel, N. J. 
Shaw-Walker Co., The 
1950 Townsend St., 
Mich. 


Muskegon, 


= @ switch from this 


to this > 


ns 


GBC bindings—¥ig" to 1 Vg” diameter. 
ee niciinmeaiaiaal 


Anyone can produce beautiful 7 
plastic bound books in } 
these 2 eosy steps: 


mmm | 


Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful ’ 


NOW. -» YOU CAN D 


Steel-Parts Mfg. Co. 

4630 W. Harrison St., Chicago 44, 

Ill. 
Supreme Steel Products, Inc. 

52-85 74th St., Maspeth 78, N. Y. 
Top Flight Products Co., Inc. 

6224 S. Oakley Ave., Chicago 36, Ill. 
Vanguard Engineering & Mfg. Co. 

53 W. Jackson Blvd., Chicago 4, Ill. 
Victor Safe & Equipment Co., Inc., The 

315 Fourth Ave., New York 10, 

N. Y. 
Watson Mfg. Co., Inc. 

63 Taylor St., Jamestown, N. Y. 
Weis Mfg. Co., The 

514 Union St., Monroe, Mich. 
Western Mfg. Co. 

532 N. Highland Ave., Aurora, Ill. 
George W. Weyand 

175 Fifth Ave., New York, N. Y. 
Yawman & Erbe Mfg Co. 

1045 Jay St., Rochester 3, N. Y. 


Association News 


THE OFFICE EXECUTIVES ASSO- 
CIATION of New York began its 
1953-54 season with a luncheon meet- 
ing at the Masonic Club on September 
9th. The guest speaker of the occasion 
was Lt. Col. Thomas Meyer, who spoke 
on “Completed Staff Work.” 

At the dinner meeting on September 
16th, James F. Bender, Ph. D., director 
of the National Institute for Human 
Relations, discussed the subject, “Your 
Executive Ability and How to Improve 
It.” Dr. Bender placed special emphasis 
on the development of human qualities. 


PLASTIC BINDING 


RIGHT IN YOUR OWN OFFICE 


Bind all sizes of loose pages—any printed 
or duplicated material with compact 
GBC plastic binding equipment... in 
a matter of seconds. You'll add prestige, 
color, utility, attention-compelling ap- 
pearance and increase the effectiveness 
and life of your literature. Pages lie per- 
fectly flat...may be inserted or re- 
moved any place in book. Save money, 
too. Anyone can operate. 


GET THIS FREE PORTFOLIO-PRESENTATION.. TODAY! 


GENERAL BINDING CORPORATION 
Dept. OM-10 312 W. Belmont Ave., Chicago 14, Il. 


Technical knowledge, he said, impor- 
tant though it may be, is insufficient 
without the ability to get along with 
others. 


THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION FREE 


Get your personalized edition today 
«+. packed with illustrated ideas for 
using beautiful plastic binding on 
advertising presentations, sales 
manuals and other promotional lit- 
erature. This unique plastic bound 
portfolio gives the complete appli- - 
cation and cost advantages of the 
GBC Binding System as proven in 
thousands of progressive organiza- 
tions in every field of endeavor. A 
wealth of timely and important in- 
formation absolutely FREE. 


THE NEWARK, N. J. CHAPTER 
of the National Office Management 
Association held its first meeting of the 
season on September 17 at the Military 
Park Hotel in Newark. The guest 
speaker was J. C. Sweeten, Assistant 
Industrial Relations Advisor to the 
Foreign Trade Committee of Socony 
Vacuum Oil Co. of New York. 
Mr. Sweeten spoke on “Recent Find- 
ings in Industrial Relations Research.” 
The chapter’s new officers are C. R. 
Bottomley, president; J. McCracken, 
3rd, first vice president; R. D. Schro- 
ataainelaies ; der, second vice president; Miriam 
ADDRESS ies Artz, recording secretary; H. A. Camp 
bell, corresponding secretary, and 
atta ee = R. H. Oefinger, treasurer. 


Please send me at once my free plastic bound 
PORTFOLIO-PRESENTATION that includes prices 
and applications. | understand that there is abso- 
lutely no obligation. 


a Oe 
ORGANIZATION ___ 


—— ee ee ee ee ee ee ee oe oe 


GENERAL BINDING CORP., Dept.OM-10! 
812 W. Belmont Ave., Chicago 14, Ill. - 
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Richer Beauty—Goodall Case- 
ments add modern beauty to offices 
in a wide range of luxurious weaves 
...and diaphanous textures. Pat- 
terns, solids, and decorator colors 
harmonize with or set the decorat- 
ing theme. 


Light Control — Goodall Case- 
ments cut the harsh glare of sunlight, 
help provide soft, natural light at 
maximum distance from windows. 


assent enna 


re gM ERT ERE gH Ste ew 


Noise Control—Goodall Case- 
ments actually absorb sound instead 
of bouncing it back like hard, flat sur- 
faces. This noise-muffling property 
helps cut distracting office clatter. 


Longer Wear— Goodall Case- 
ments are Blended-to-Perform...a 
variable blend of Angora, mohair, 
rayon and acetate. Each fiber is 
chosen for its virtues . . . for longer 
wear as well as beauty and luxury. 


For full information on the wide choice available 


Companies 


Use 
Goodall 


Blonded-to “Perform. 


Casement 


Curtains 


The Chase National Bank 


BROADWAY, CORNER OF 73rd STREET, NEW YORK CITY 


is another famous Goodall Installation 


Low Maintenance —G oodall 
Casements resist wrinkling, stay 
fresh longer. Dust virtually slides off 
their smooth surface. Thanks to mul- 
tiple processes that minimize shrink- 
ing, sagging, or stretching .. . they 
can be washed or dry cleaned. 


write: Goodall Fabrics, Inc., Casement Div., 525 
Madison Ave., New York 22, New York. 
*Reg. T. M. 
© 1983, Goodall Fabrics, Inc. Subsidiary, Goodall-Sanford, Inc. (Sole Makers of World-Famous PALM BEACH? Cloth) 
GOODALL FABRICS, INC. NEW YORK BOSTON* CHICAGO* DETROIT SAN FRANCISCO* LOS ANGELES 
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"“WPNeéew for the Office “. 


, {Continued from page 45) 


nam 


RECORD KEEPING and payroll 
books were the subject of a recent re- 
search project by J. K. Lasser, well- 
known accountant and tax expert. Mr. 
Lasser was engaged for the purpose by 
the National Blank Book Co., and as 
a result of his work, that firm has 
brought out a series of four record-keep- 
ing books designed to simplify daily 
recording and to help in preparing tax 
returns that take maximum advantage 


of permissible tax exemptions. 


The four books are called Appoint- 
ments, which is a tax diary and appoint- 
ment book; Payroll and Employees’ 
Tax Record; Individual Income and 
Tax Record; and Business and Tax 
Record. These books are available from 
the National Blank Book Co., Holyoke, 
Mass. 


A BALL-POINT PEN REFILL that 
will fit over one hundred different 
brands of retractable ball pens has been 
developed by the Fisher Pen Co., 757 


Waveland Ave., Chicago 13, Ill. Called 


EQUIPMENT 


. 
f ~ 


+ he ess. 

PAPER DRitis: {. Oe 
For standard run of loosé- 
leaf work. Also. adapt- 
able for variety of 
novelty jobs. 9 styles 
available — hand, 
foot, power models. 


Always a sharp 
clean impression; 
easy operation. 
Full selection of 5 
styles — 5 sizes. 


Mail coupon for specific information 


744B 


YOU NEED THIS 


Challenge 


' 

' 

' 
me 


PAPER CUTTERS: 


11 models — 7 sizes . . . from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


dealers in all principal cities 


THE CHALLENGE MACHINERY CO. 


Send details as checked below: 
Paper Cutters Paper Drills 


Proof Presses Paper Punches 


Name 
Full Address 


TRADE-MARK (® 
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the “One-tor-All,” this product is of 
a new design, not to be confused with 
the “Universal” refill that Fisher in- 
troduced several years ago. 

The new refill is pre-slotted at vari- 
ous points so that it can be broken off 
to a length to fit pens of various sizes. 
The company points out that the new 
product not only fits the popular makes 
but that it solves the problem of re 
filling “off-brand” pens. 

The refill is said to contain enough 
ink to write a continuous line for more 
than one mile. It is available with 
blue, green, or red ink. 


MICROFILM STRIPS can be at 
tached to file or punch cards by the 
use of plastic tracks on the card, using 
a system developed by the Picturesort 
Co., 246 Church St., New Haven 10. 
Conn. 

The company says that this new way 
of attaching and removing microfilm 
strips from file cards for reading in a 
microfilm reader can be used in many 
types of business and research records. 
These cards, moreover, can be com- 
bined with a plastic sound recording 
disk in one complete filing unit. 


INK SPECIALTIES CO., INC., ot 
Chicago has improved its Canode 
Dri-Rite 100 Black duplicating ink. 
The product has been re-formulated. 
This is one of the full lines of Canode ! 
duplicating inks which the company 
manufactures for use on all types of 
open and closed drum machines. These 
inks are available not only in black. 
but in a variety of colors as well. 

The manufacturer states that the new 
formula gives sharper reproduction and 
instantaneous drying; on mimeo bond 
it is said to dry as the sheets stack. 

It is further guaranteed to perform 
in any climate and never to smudge. 
offset, or require slipsheeting. Ink Spe 
cialties Co., Inc., is located at 519 No. 
Halstead St., Chicago 22, Ill. 


REMINGTON RAND  INC., 315 
Fourth Ave., New York 10, N. Y., lists 
among its new products a Pre-sensitized 
Photospeed Plastiplate that requires 
only one step after exposure to make 
an offset plate ready for the press, and 
a new plastic packaging for its type 
writer ribbons, called “See-All.” The 
purpose of the new containers is to 
provide numerous uses after removal 
of the ribbons; these include use as a 
flowerpot for short-stemmed blossoms 
or as containers for pins, clips, etc. 
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* 
gis Dennison OFFICE AIDS 
SAVE TIME AND MONEY 


In these cost-conscious days there’s a vital need for smoother, 
faster office operation. Dennison makes dozens of “big little 
things” that bring better results to hundreds of office jobs . . . 
from addressing and marking outgoing mail to preparing file 


folders, assembling binders, mending torn records. 


Put these versatile Dennison office aids to work for you — 


call your stationery supplier today. 


Quality Materials... Fine Workmanship 
Modern Designing . . . Convenient Packaging 
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Here are a few of the 


DENNISON ITEMS 
that will help you save time, 
cut down errors, make work easier: 


SHIPPING TAGS 
METAL RIM AND KEY TAGS 
COIN CARDS 
RED BORDERED GUMMED LABELS 
PRES-A-PLY LABELS 
ADDRESS LABELS 
CAUTION AND MAILING LABELS 
AIR MAIL LABELS 
FILE FOLDER LABELS 
SEALING AND ENCLOSURE LABELS 
LAWYER'S AND NOTARIAL SEALS 
GUMMED REINFORCEMENTS 
INDEX TABS 
PAPER FASTENERS 
MENDING TAPES 


SEALING WAX 
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New for the Office 
(Continued ) 


A FIRE RETARDING PAINT 
that contains what the manufacturer 
refers to as “ ‘built-in’ fire extinguish- 
ts” has been developed and manufac- 
tured by the Fyr-Kote Co., a division 
of the Morris Paint and Varnish Co., 
27th and Douglas Sts., Omaha, Neb. 

When exposed to flame, the new 
paint, called “Fyr-Kote,” liberates car- 
bon dioxide and calcium chloride. 


These agents help to smother the fire 
and to prevent further spread of the 
flames. The new product has been 
listed by the Underwriters Laborato- 
ries. 

In addition to its fire-resistant prop- 
erties, the paint is said to provide a 
durable paint finish. It is an oil-base 
interior flat wall paint and is avail- 
able in white and six colors. 


THE MOSLER SAFE CO. has re- 
cently introduced a transparent plastic 
change box designed to speed up the 
counting of coins. The bottom com- 
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RUBBER BANDS 
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PLYMOUTH RUBBER COMPANY, INC. 


The Largest Rubberizers of Cloth inthe World = -, - 
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partment is divided into five curved 
sections, each accommodating a differ- 
ent-size coin. Each section is marked 
at intervals so that the number of 
coins in the section can be easily read, 
making it possible to count the money 
in the box even though the cover is 
closed. In addition, a removable top 
compartment is provided. 

The box is 3% inches wide, 6% 
inches long, and 14 inches high, small 
enough to fit into most petty cash 
boxes and cash drawers. It will hold 
up to $21 in loose change in addition 
to thirty bills. The Mosler Safe Co. 
is located in Hamilton, Ohio. 


A BOOK JACKET of translucent 
plastic and paper is now offered by 
Bro-Dart Industries, Library Service 
Division, 59 E. Alpine St., Newark 5, 
N. J. The jacket consists of two sturdy 
cover sheets of paper, laminated to 
Bakelite translucent polyethylene film. 

When a book is inserted in the jack- 
et, its spine is visible through the trans- 
lucent film, thus making it possible to 
read the title without removing the 
book or marking the jacket. The 
jacket can be folded to fit books of dif- 
ferent sizes, 

Space is provided on the front and 
back of the cover for imprinting such 
information as the owner’s name. The 
cover is designed to stand up under 
rough handling and to resist moisture, 
ink, grease, and most chemicals. It is 
referred to as the “Title-View” text- 
book cover. 


AN EXECUTIVE CLIP BOARD in 
a mahogany finish with a polished cop- 
per clip has been placed on the market 
by Moviette, Inc., 45 Vesey St., New 
York, N. Y. The board measures 9 
inches by 12 inches, and its surface is 
lamidal plastic coated. A hole in the 
rear of the clip permits hanging on a 
wall. Sets of clips marked “Paid,” “Un- 
paid are avail- 
able. 


.” and “Correspondence,” 


CRAYOLA drawing crayons in the 
large 4'%-inch by 7/I6 inch size 
are now available in an_ eight-stick, 
eight-color tuck box, according to the 
manufacturer, Binney & Smith Co., 41 
E. 42nd St., New York 17, N. Y. This 
is the No. 80 Crayola. The colors are 
red, orange, yellow, green, blue, violet, 
brown, and black. These large-size 
crayons are also available in 16- and 
24-stick packages. 
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"NATIONAL BUSINESS SHOW 


This internationally famous exposition, the first and largest Show of its kind in the 
United States, is expected and welcomed year after year by business management. 
They know it as “their” Show because it presents to the entire business community 
the latest developments in everything needed to construct, maintain and operate the 
modern office. 


Most progressive firms will exhibit so that you may see the latest and best develop- 
ments. They will be glad to furnish complimentary tickets. 


26 leading management associations throughout the country have planned to have 
their members attend. 


OCTOBER 19th thru OCTOBER 24th | GRAND CENTRAL PALACE 


Daily 1 P.M. to-10 P.M. * Saturday 1 P.M. to 6 P.M. 480 Lexington Ave., New York 18, N. Y. 


RUDOLPH LANG, Managing Director, 33 West 42nd St., N. Y. C. * PE 6-6760 


New York City, the world’s 
capital of business and 
finance, celebrates its 300th 
Anniversary and honors the 
National Business Show for a 
half-century of service by 
proclaiming Oct. 18-24, 1953 


BUSINESS WEEK 


SRRE City Ob NEWROR 
DM MENORATING 
SERCEALENNIAL 
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White collar grievances 
need study, says RIA 


(Continued from page 21) 


group” within the organization. The 
argument is that these men and 
women would resent formal grievance 
procedures like those set up for factory 
workers. 

The consequence of failing to deal 
systematically with employee problems, 
says the Institute, is that the problems 
accumulate. This is considered particu- 
larly unnecessary in view of the fact 
that white collar workers enjoy much 
more freedom of communication with 
their supervisors and higher manage- 
ment personnel than do the production 
workers. Thus, the Institute believes 
that remedial steps could be made effec- 
tive and should be undertaken. 


The first reports on the Institute’s | 


study are contained in “Letter to Oper- 
ating Management,” a bi-weekly pub- 
lication distributed to executives par 
ticipating in the Institute’s supervisory 
program. 


The Research Institute of America 


has headquarters at 292 Madison Ave., 
New York 17, N. Y. 


New Office Courses 


In addition to his course in “The | 
Application of Electronics to Office 
Systems and Procedures” being given | 


at New York University by Eugene F. 
Murphy, of the Metropolitan Life In 
surance Co., and also director of educa- 


tion for the National Machine Accoun- | 
tants Association, Mr. Murphy is also | 


giving another new course on “Man- 
agement and Planning of Punch-Card 
Accounting Systems.” 

Both courses are given on Wediixs- 
day evenings, the Punch-Card Account- 
ing course from 6:15 to 8 P.M. and the 
Electronics Application course from 
8:10 to 9:55 P.M. Both courses opened 
on September 23 and will continue 
through January 20. 

Detailed outlines of the courses can 
be had from Denis Sinclair Phillips, 
Director, Management Institute, New 
York University, New York. 


Beg Pardon! 

Alert readers will have noticed that 
the second installment of Dr. John J. 
W. Neuner’s two-part article, “Keep- 
ing Down Overhead,” in the Septem- 
ber issue of Office Management, ap- 
peared without a headline. We regret 
this printer's error. 


Telephone dictation service 
established in New York 
Business men visiting New York 

from out-of-town firms are now offered 

a service by which they can dictate 

their correspondence over the tele- 

phone. Facilities for connecting incom- 
ing telephone calls to Dictaphone 

Time-Masters have been set up by the 

Dictation Recording Service, 299 Madi- 

son Ave., New York. Dictation is re- 

corded directly on plastic Dictabelts. 

This new orgnaization will deliver 
the transcribed dictation the same day 
by messenger, or, if it is desired, it will 
mail it either to the client or to the 
addressee. In the case of sales repre- 
sentatives who so request, it will mail 
the Dictabelts to the home office for 
tanscription, 


While this service was set up origi 
nally with a view to serving those pro- 
fessional men and small business pro- 
prietors who do not have sufficient 
dictation to warrant employing a sec 
retary, it has proved useful to large 
organizations in rush periods. One ot 
iss clients is a large New York pub- 
lishing house that is so cramped for 
office that it cannot the 
extra secretaries and typists it needs. 


space hire 

The president of the new organiza- 
ton is Albert Buchbinder, who gave 
up a job designing power plant in- 
stallations for a large public utility 
holding company in order to go into 
Mr. Buchbinder 
hopes eventually to set up branches of 
the Dictation Recording Service in 
other cities. 


business for himself. 


NEW AND YEARS AHEAD... 


Clary Cus 


Sets new standards of speed and quietness... 
money-saving efficiency to your business 


Now... for businesses that want tomorrow's adding machine 
efficiency and beauty today...Clary presents a new line of 
superior Custom models for the discriminating. Not only do 
the Custom models set new records for speed, quiet operation 
and work output, they also give you all the famous work-saving 
features found on Clary’s regular models... revolutionary 
Thumb Add Bar, rotary mechanism, Dividing Eye, practical 
multiplication ... plus other engineering advances no other 
adding machine can offer. See your Clary representative for 
a demonstration of the model to fit your business needs today 
...and a decade from now. Look in your phone book yellow 
pages...or mail in the coupon today. 
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NEW EYE-EASE COLOR STYLING 
Restful, scientfically chosen 
“Eye-Ease” greens and grays 
eliminate eye strain... pro- 
mote greater accuracy ...add 
new beauty to any office. De- 
pressed keys show up instantly 
by color contrast. 


CLARY MULTIPLIER CORPORATION + 


NEW “SOFT TOUCH” KEYBOARD 
“Touch-contoured” keys need 
only 3 ounces of pressure, yet 
give crisp, positive entry. Alter- 
nate rows of keys are flat and 
concave. You can feel the dif- 
ference on the new Clary Cus- 
tom Adding Machines. 


CFFICE MANAGEMENT 


NEW RECORD-BREAKING SPEED 
For years Clary has been the 
world’s fastest ... now the new 
Custom sets a new, higher 
world’s record of 190 entries 
per minute! Even beginners 
add, subtract, multiply and di- 
vide up to 48% faster. 


SAN GABRIEL, 


October, 1953 


ie, £72 
be | ." 
> ts yo. me hee 
ae : Sh = a eet by at ce oe 
: | a iu Oa a) a q i MS Beas rar mt = a 
oo + gy tet _ yeaa aN t= re 
= 7 Ey 2 # oe 4 “4 < | . 
| , : . 5 : ae i 
2 
4 
ee 
if 
e < Pe 
Be 
er 
ae 
.% 
s 
" 4 
Pa 
aa, 
a i 
3 
ie 
SS 
‘he 
m 
As 
rt =e; 
Fs, 
ie a | 
& : | 
= | 
» Be ee | | ( ) i | ! 
| 
elt 
uf 
& 
"| a 
cae ae 
‘od a 
ia | 
Ne 
we a 
un | , 
if | 
Bri 
= | 
if e Fs 
a | 
} ox ; C > 
fae ese mR 
i aaa | 3 
a BE 
e | 
| : 
ae. | 3 
Ae | 7 
‘ly = 
4 
oj See 
ee 
a 
et | 
ie | 
et Pot Pr 
aN eae 72 
ae be 
. aye 
; 
Dg 
“fih4 
~~ } 
= Se 
i ie ee oe 3 oe, Paks: oo alee etary Same to e. 
Sar ; ae , rete = eo es + Lit ii alee ‘ hye Soa ¥s a . ee = 3 
are Pc 8 nae oe og P P ores, one ee r ‘a ie pom Tt rT : iy . eS er, ae 
ve : i ; ae See | lta 0 | ae +a 
ite ; ee at ie Hae § ‘ Bein os oe eet uy -% aig 
Peg ee ae 


“Universal” credit plan 
offered to travelers 
Traveling business men are now 

offered a “universal” type credit plan 

which will assure them of unlimited 
ciedit for the charging of hotel bills. 
including food and all customary hotel! 
charges, plus check-cashing privileges. 

The plan is offered by the American 

Hotel Credit Corp., Greenwich, Conn. 
Thousands of hotels throughout this 

Canada, Mexico, Alaska, 

Puerto Rico, Hawaii, and Bermuda 

will honor the new credit system, ac 

cording to its sponsor. 


country, 


Two types of cards are used. One, 
the “Travelcard” is issued to business 
firms for the use of traveling employ- 


ees. It provides unlimited credit for 


x 
NEW QUIET OPERATION 

With all its speed the Clary 
Custom sets a new standard in 
quietness. Gone forever is dis- 
tracting clatter, clank of old- 
style machines. Your office is 
more relaxed... more efficient. 


Clary 


city 


Maleinti Cc 
ad 


hotel bills, together with check-cashing 
privileges within the limit of individ- 
ual hotel policy. A fee of $5 is charged 
for each Travelcard issued. 

The other type is called the “Check 
ard,” which is issued to individuals 
who have satisfactory credit records. 
This type provides check-cashing privi 
leges at participating hotels by which 
the holder may cash $100 in checks per 
week for a charge of $6 per year, $200 
worth per week for $9 per year, or 
$300 worth per week for $12 per year. 

The American Hotel Credit Corp., 
which issues Travelcards and Chekards, 
is a new organization sponsored by the 
American Hotel Association and the 
Traveletter Corp., also of Greenwich, 
Conn. 


Over 100,000 
Businesses use Clarys 
to do their work faster 


San Gabriel, California 


Please send me information on how the Clary Custom 
will do my work faster. 


NAME 


ion, Dept. OM-103 


ADDRESS 


( ) STATE 


i | 


CALIFORNIA 
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SPAA Systems Meeting 


to feature electronics 
The Systems and Procedures Asso 
ciation of America has announced the 
program for its sixth annual Interna 
tional Systems Meeting, which will be 
held at the Sheraton Hotel, Chicago, 
on October 19th, 20th, and 21st. 
Special emphasis will be given to 
the subject of electronics, as the latest 
adjunct.to the field of systems and pro 
cedures. It will be discussed first by Dr 
H.H. Aiken, director of the Computa 
tion Laboratory of Harvard University, 
whose lecture will be entitled, “The 
How of Electronic Computer Opera- 
tion.” The following morning, M. W. 
Boz, an SPAA director and president 
of the New York chapter, will speak 
en “You, Electronics, and Top Brass.” 
The meeting will include a total of 
nine technical sessions, which, among 
other subjects, will deal with produc- 
tive control, procedures writing, and a 
comparison of duplicating methods. 


Computer conference set 
for December 
“Information Processing Systems— 
Reliability and Requirements” is the 
theme of the Computer Conference 
and Exhibition to be held az the Statler 
Hotel, Washington, D. C , December 
8-10, under the joint auspices of the 
lastitute of Radio Engineers, the Asso- 
ciation for Computing Machinery, and 
tne American Institute of Electrical 

Engineers. 

The program includes papers de- 
scribing the reliability of existing large 
scale electronic digital computing ma 
chines, as well as other papers describ 
ing reliability requirements for certain 
necessary applications in the fields of 
industry. 
Inspection trips will permit actual dem- 
onstration of the topics under discus- 
sion, and there will be a large exhibit 
area where the products of many manu- 
fucturers will be shown. 


government, business, and 


Pitney-Bowes wins “Oscar” 
for best annual report 
Pitney-Bowes, Inc., of Stamford, 
Conn., has won, for the sixth time in 
ten years, the “Oscar-of-Industry” tro 
phy presented annually by Financtal 
World to 100 companies in different in- 
dustrial classifications for outstanding 

annual reports to their stockholders. 
Company reports are judged on con 
tent, typography, and format. Second 
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place in the office equipment manufac- 
turers’ classification, after Pitney- 
Bowes, was taken this year by the 
National Cash Register Co., and third 
place by Remington Rand Inc. Awards 
to the 100 winning companies will be 
made at a banquet in New York on 
October 26th. 


New training course offered 
on telephone methods 
The improvement of business tele- 
phone manners and methods is the 
objective of an on-thejob training 


course recently made available to busi- 
nesses by Boyce Morgan & Associates, 
1757 K St., N.W., Washington, D. C. 
This is an organization of consultants 
on direct mail and telephone selling. 

The course is called Fonetips, and 
it trains employees in the basic rules 
aud practices of courteous, efficient 
business telephoning. It consists of a 
series of 24 “tent cards” distributed 
twice monthly. The cards can be set 
ug on desks or fastened to the wall by 
the telephone. Each card is colorfully 
printed, and its message is illustrated 
in cartoon style. 


OFFICE PARTITIONS 


When your office partitions are built with Resolite, they're safer, 
more colorful and require less maintenance than partitions of 
wallboards or conventional glazing. 


Resolite is translucent and shatterproof because it’s made of 
polyester resins reinforced with Fiberglas mat. Resolite just can’t 
shatter or break. And Resolite needs no surface treatment or re- 


finishing; easily wipes clean. 


Your architect or interior decorator can design beautiful settings 
of Resolite structural panels for your reception room, too, with 
special lighting effects when desired. 


Resolite is made in both corrugated and flat sheets, easily installed, 
employing suitable moldings or standard glazing methods. 


For complete information, 
- samples, and name of your 
nearest distributor, write. 


OFFICE MANAGEMENT 


New Dimetric Graph Sheet 
Simplifies Drafting 

In a period in which good drafts- 
men are hard to find, the John R. 
Cassell Co., Inc., 110 West 42nd Street,. 
New York 18, N. Y., is endeavoring 
to simplify drafting procedures and 
save draftsmen’s time by promoting 
the use of axonometric drawings, par- 
ticularly isometric and dimetric draw- 
ings. Cassell’s Instrumaster line of 
stencils and other drawing accessories. 
is designed for use in this type of 
work. 


Newest in the Instrumaster line is 
the Dimetric Graph Sheet, which 
comes in pads of 50 sheets. This sheet 
is of a fine translucent vellum im- 
printed with two very light sets of 
parallel lines. The two sets intersect 
each other at the proper angle for rep- 
resenting perpendicular planes in di- 
metric drawing, thus forming a fine 
grid of lines, any part of which may 
be easily traced. The lines are light 
enough, however, so that they do not 
show in blueprints or black and white 
prints made from the graph sheets. 

Other items in the Instrumaster 
line are isometric and dimetric two- 
angle stencils containing ellipse cut- 
outs for the particular drawing method 
for which the stencil is designed. 


Seybold-Harris Purchases 
Macey Manufacturing Co. 

The Macey Manufacturing Co. of 
Cleveland has been purchased by the 
Harris-Seybold Co., 4510 E. 71st St., 
Cleveland 5, Ohio. Assets of Macey 
Manufacturing Co. were acquired by 
the Macey Co., which was set up as a 
wholly owned subsidiary of Harris- 
Seybold. 
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CARBON PAPER 
FOR THE TROPICS 


THAT IS MADE TO BE USED IN TEMPERATURES 


OF 85 TO 100 DEGREES FAHRENHEIT 
(WITHOUT ROLLMARKS OR SMUTTING.} 


WHERE IT IS NECESSARY TO USE 
CARBON PAPER IN THE TROPICS, USE 


KEE ]OXx, DRI KLEEN CARBON 


CLEAN IN ANY TROPICAL TEMPERATURE 
NO SOILED CLOTHES, 
CLEAN RECORDS, 
NO INCONVENIENCE, 
BUT 
PERFECT EFFICIENCY. 


MANUFACTURED IN 4, 5 and 8-lb. WEIGHTS 
Genuinely BONE CLEAN. 


Also every size and color known 
of inked ribbons for all machines. 


Special Discount on Export orders. 
If you have quotations to make 
get our prices first. 


A few foreign EXCLUSIVE territories open. 


KEE OX, export pePT. 


ROCHESTER 1, N. Y., U.S. A. 
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Books and Pamphlets 


Tax Shelter in Business 

William J. Casey, New York lawyer, 
and J. K. Lasser, tax expert and ac- 
ccuntant, have published the third in a 
series of “Tax Shelter” studies. It is 
called Tax Shelter in Business, and is 
available from Business Reports, Inc., 
1 Main St., Roslyn, Long Island, N. Y., 
at a price of $12.50. 

The new study examines a variety of 
methods by which successful businesses 
have found methods of 
themselves from 


protecting 
taxes, In- 
cluded are mergers, the use of losses to 


excessive 


acquire profitable businesses, tax-free 
stock deals, capital-gain payouts of fu- 


ture earnings, and the use of tax-ex- 
empt institutions such as charitable 
trusts and profit-sharing trusts. 

The book points out that one of the 
major strategies in building up a busi- 
ness under today’s tax structure is to 
spend tax-deductible dollars in a way 
which will build up future capital 
values. 


Advertising and promotion can be 
used for this purpose in certain indus- 
tries, while a build-up in the capital 
value of stocks may be more appropri- 
ate in others. 

Research, also, can be regarded as a 
tax shelter, and venture capital can be 
raised by methods which promise either 
a tax charge-off in case of loss or capital 
gain should the venture prove sucessful. 


------------------; 


Irs the new Morris miracle SAFE-T-SET with the 
exclusive safety feature. Tip it... tilt it... turn it upside down. Won't 
spill. Won't leak. It’s Puddle-proof ! The Morris SAFE-T-SET belongs 
on every office desk. Saves soiled clothing, spoiled tempers. Handsome 
modern design in your color and the pen with a point in your favor, a 
Morris hard-tip point. Will hold full two-ounce ink supply and built 
with office rough treatment in mind. The new Morris puddle-proof 
SAFE-T-SET is manufactured by the foremost name in the field of 
matched desk top equipment. See your stationer today. 


BERT M. /ViorRis Co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd., Montreal, Quebec 
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Cost Reductions in Wire 
Communications 


Col. Roy Stone, who wrote the arti- 
cle, “Do's and Don'ts of Telephone 
Recording” in the August issue of this 
magazine, has published a book called 
Cost Reductions in Wire Communica- 
tions. 

This book is directed toward the 
layman for his guidance in solving 
problems in wire communications. It is 
perticularly intended for office mana- 
gers, communications supervisors, per- 
sonnel directors, chief telephone opera- 
tors, and others who are interested in 
improving their own wire communica 
tions and in reducing costs. 

Three chapters are devoted to the 
subject of telephone service for the 
small business man, the medium size 
business, and big business. Equipment 
and methods are discussed. Other chap- 
ters cover operator training, schedules, 
privately owned systems as opposed to 
rented systems, teletypewriters, tele- 
grams, self-answering and mobile tele- 
phones, administration and manage- 
ment of wire communications and 
other related subjects. 

Col. Stone has had 30 years of expe- 
rience in this field, including 15 with 
the Bell System. His book is published 
by The Christopher Publishing House, 
1140 Columbus Ave., Boston 20, Mass. 
It is priced at $10. 


Dexter’s “AT” Cleveland Folder 

The new model AT folder, latest 
addition to the Cleveland line manu- 
factured by the Dexter Folder Co. is 
described in a circular called The 
Model “AT” 17% x 22%" Cleveland 
Felder. 

The new machine is designed to fold 
material turned out by 174%) x 22% 
automatic presses, and can provide 
four folds in parallel section or four 
folds in right-angle sections. It has 
an air wheel continuous feeder. 

The circular may be obtained by 
writing to the Dexter Folder Co., Pearl 
River, N. Y. 


Arnot Partition-ette Catalog 

Arnot Partition-ettes are free-stand- 
ing partitions which can be installed in 
offices within a few minutes. They are 
designed to increase the private work 
ing space in existing offices; with them, 
numerous semi-private office arrange- 
ments are possible. 

These units are described in a cata- 
log recently issued by Itkin Bros. Inc., 
290 Madison Ave., New York 17, N. Y. 

(To page 80) 
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ea 
Fairfax towels used by AiResearch in its two plants 


are supplied by American ‘Linen Supply Company 
of Phoenix and Los Angeles. Phoeniz plant pictured. 


AiResearch Considers COTTON TOWELS* 
an Important Factor in Aircraft Production 


e The AiResearch Manufacturing Company, which cur- 


rently produces over 1000 aircraft accessory parts, places 
Here’s How 


particular emphasis on employee relations. Management 
Linen Supply Works... 


knows that in aircraft production, where efficiency should 
You buy nothing... your : . P ° 
apie “4 ha always be at its peak, employee morale is vitally important. 
linen supply dealer sup- 2 ‘ : 
plies everything. The low The continuous supply of clean cotton towels in all 
cost includes cabinets, pick- 
up and delivery, provides y 
automatic supply of fresh- better employee morale. And at the same time, cotton tow- 
ly laundered towels and 


uniforms. Quantities can . 
be increased or decreased tation among employees. 


AiResearch washrooms goes a long way toward promoting 


els keep washrooms tidier—increase cleanliness and sani- 


on short notice. Local Whether vou operate a factory, institution, office, or 
service is listed in your 
classified book under LINEN 
SUPPLY or TOWEL SUPPLY your business. And you pay so little for the service you get. 


store, you can be sure that clean cotton towels will improve 


Call your local supplier listed in the classified section of 
your phone book under LINEN SUPPLY or TOWEL SUPPLY. 
For free booklet which tells how cotton towel service will 


e Io fs save you money, increase sanitation, efficiency, write Fair- 
Fatrtax: Owe. Ss fax, Dept. D, 65 Worth Street, N. Y. 13. 
A PRODUCT OF WEST POINT MANUFACTURING CO. CLEAN COTTON TOWELS... 
Sure Sign of Good Management 


WELLINGTON SEARS COMPANY, Selling Agents 65 WORTH STREET, NEW YORK 13, N. Y. 
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ANNOUNCING THREE NEW BERGER PRODUCTS 


New Fan-Fold Desk! New Desk-High File! 
New Telephone Stand! 


Perfect companions for famous Berger 5000 Series Steel Desks and Tables 


FAN FOLD DESK—For use with 
continuous forms. Speeds production, 
protects forms, keeps forms off floor, 
ends unsightly clutter. Single and 
double pedestal models. 


Need more efficient processing of fan-fold forms? 
Want extra desk-side filing capacity? Or, off-the-desk telephone 
convenience? Then, by all means see this newest Berger 
equipment at your office furniture dealer's. 


Each of these new products offers Berger’s sturdy all-welded 
steel construction . . . each has famous “eye-comfort” top, 
long-lasting baked enamel finish, and other quality features 
of popular 5000 Series steel desks and tables. | Uy DESK-HIGH 


FILE CABINET 
If your dealer hasn’t yet received his initial - 
shipments, write us for latest bulletins =]V%\ Perfect companion piece to 
describing this new office equipment 5000 Series Steel Desks. Has 
that’s Berger-Built To Serve You Best. box drawer, file drawer, 
om : pull-out writing surface. 


fh 
REPUBLIC 


TELEPHONE STAND 


“Off the desk” storage for tele- 
phone and directory, plus acces- 
sible extra filing space. Fine as a 


STEEL OFFICE | complete home ‘office’, too. 
EQUIPMENT ee 


BERGER MANUFACTURING DIVISION 
REPUBLIC STEEL CORPORATION 

1062 BELDEN AVENUE CANTON 5, OHIO 

Export Department: Chrysler Building, New York 17, N.Y. 
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Coming Events 


Toledo Business Show 
Oct. 6-8 
Second Annual Toledo Business Show 
Secor, Hotel, Toledo 
o 
American Management Association 
Oct. 12-14 
Office Management Conference 
Hotel Astor, New York 
o 
William J. Giese & Associates 
Oct. 12-16 
Industrial Personnel Testing Institute 
(one week course) 

La Salle Hotel, Chicago 
Systems and Procedures Association 
of America 
Oct. 19-21 
Sixth Annual International Systems 
Meeting 
Sheraton Hotel, Chicago 
o 
Office Executives Asociation 
of New York 
Oct. 19-24 
National Business Show 
Grand Central Palace, New York 
m 
‘National Institute of Governmental 
Purchasing, Inc. 

Nov. 8-11 
Eighth Annual Conference and 
Products Exhibit 
Netherland Plaza Hotel 
Cincinnati, Ohio 


* 
National Office Management 
Association 
Nov. 9-11 


Fall Conference and Exposition 
Shamrock Hotel, Houston 
« 
Refrigeration Equipment Manufac- 
turers Asociation 
Nov. 9-12 
All-Industry Refrigeration & Air 
Conditioning Exposition 
Public Auditorium, Cleveland 
& 

American Vocational Association 
Nov. 23-28 
Forty-Seventh Annual Convention 
Conrad Hilton Hotel, Chicago 
e 
Institute of Radio Engineers 
Association for Computing Machinery 
American Institute of Electrical 
Engineers 
Dec. 8-10 
‘Computer Conference and Exhibition 
Statler Hotel, Washington, D. C. 
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Now, by Pushing Buttons dictating and 
office correspondence bottlenecks can be 
reduced or eliminated entirely. The 
Auto-typist method of automatically 
typing pre-composed letters will not only 
reduce typing time, but more than double 
correspondence output and efficiency 
without requiring extra typists. 


The Personal Touch—Well over half of 
general office correspondence is routine. 
Order acknowledgments, answers to in- 
quiries, promotion letters and the like 
that must be manually typed, can be pre- 
pared by Auto-typist 21/2 times faster 
than any typist, and without error. Yet 
they are as personal as your signature. 


Simple, Easy to Use — Salutations are 
manually typed. Then by pushing the 
button or buttons that correspond to the 


a New Auto-typist a 
to Benefit your Business 7 


New Auto-typist Model 30-54 
has 30 push buttons for 
automatic selectivity of 

30 letters or paragraphs. 


letter desired, Auto-typist takes over and 
types it. Manual insertions of personal 
data can be made in any part of the let- 
ter. No proofreading is necessary and 
you get perfectly typed letters every time. 


Large or Small offices can benefit by 
Auto-typist, for there is a model to suit 
your particular needs. Hundreds of busi- 
nesses, such as banks, insurance compa- 
nies, stores, industries, publications and 
small 1-girl offices, are using Auto-typist 
equipment efficiently and effectively. 
Why not get complete information today 
on how Auto-typist can benefit your 
business. 


Awito-typist 


i 
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AMERICAN AUTOMATIC TYPEWRITER CO. 


World’s Largest Manufacturer of Pneumatic Typing Machines 


xy Serr ae 
IPE oN i ees 


ro 


AMERICAN AUTOMATIC TYPEWRITER CO. 1410 
614 No ta Carpenter Street, Chicago 22, Illinois 


Nome 


f complete Company and Title 
a information on lacie 
Automatic Typing 


Zone Stote 


> " 
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Books and Pamphlets 


( Continued ) 


AMA Reports 
Reports recently issued by the 
American Management Society include 
the following: 


Raising the Sights of Office Manage- 
ment, No. 132 in the Office Manage- 
ment Series. Among the subjects cov- 
ered are tools for streamlining clerical 
operations and improving the office 
manager's status, the office manage- 
ment function in the company organi- 
zation, management development in 
the office, developments in office work 


measurements as illustrated by the op- 
erations of four companies, and quality 
control in the office as applied to three 
different types of organizations. 
Operating Problems of Personnel 
Administration, No. 144 in the Per- 
sonnel Series. The opening paper, en 
utled “Top Management and Person- 
nel Administration,” is by Wade E. 
Shurtleff, director of industrial rela- 
tions for The Standard Products Co. 
Mr. Shurtleff observes the increasing 
importance given by top management 
tu the problems of personnel adminis- 
tration and discusses the reasons tor 
this increase. He also examines the 
arguments of those who feel that per- 
sonnel administrators are entitled to 


“The boss told us to cut 
figurework costs.” 


{itcaame- nan vac 


MODEL ADX 


The only calculator in its 
price range with simultaneous, 
automatic multiplication 

and automatic division. 


“We're doing it with the 
new Marchant Figurematic.” 


MARCHANT een. 


Ts 
oa Bl 

{ MOR woaT | 
\ he 
LP SIXN / 


XG » 


The MARCHANT MAN in your phone book will be happy to show you,on 
your own work, how the new FIGUREMATIC will soon pay for itself. Call 
him or mail this coupon with your business letterhead to get your free 


Guide to Modern Figuring Methods . . . .... [J 
Complete Information about the FIGUREMATIC . . . . [J 
MARCHANT CALCULATORS, INC. «+ 


Oakland 8, California E8 
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vice presidential status because of the 
importance of their work, and he notes 
the comments of those who feel among 
other things, that such an advance 
would remove them from effective con- 
tact with the men who are their sub 
ject matter, or that it would be unde- 
served because personnel directors are 
often too theoretical or too unfamiliar 
with other aspects of business. 

Other papers in the report cover re- 
cent developments in merit rating, the 
elderly worker and his retirement prob- 
lems, employee economic education, 
ard motivating employees to work. 

Other reports in the Personnel Series 
are: 

No. 142, Preparing Employees for 
Retirement. Included are a discussion 
of the pros and cons of compulsory re- 
tirement and a case study in retirement 
planning. A third paper, by Stuart 
Chase, deals with techniques of agree- 
ment in human relations. 

No. 145, Practical Approaches to 
Supervisory and Executive Develop- 
ment. The four sections of this report 
deal with progress to date in executive 
cevelopment, how to make workers 
want to become foremen, direct and 
indirect supervisory compensation, and 
the use of supervision to spread eco- 
nemic understanding. 

No. 148, Management Development 
in Action. The papers are entitled, 
“Case Studies in Developing and Com- 
pensating the Management Man,” “Se- 
lection and Training of Supervisors,” 
“The Development of Technical Per- 
sonnel,” “Paying the Management 
Man,” and “Management Develop- 
ment in Action: A Clerical Supervisor, 
A General Foreman, An Assistant En- 
gineer, The Man at the Top.” 

These reports are available from the 
American Management Association, 
330 W. 42nd St., New York 36, N. Y.. 


ata list price of $1.25 each. 


AIA Accounting Guide 
The American Institute of Account 


arts has published a 160-page guide to 
recommended accounting procedures: 
it is entitled Restatement and Revision 
of Accounting Research Bulletins. 
This book replaces a series of Ac 
counting Research Bulletins which the 
Institute began publishing in 1938 to 
disseminate the opinions and the result 
ot research conducted on various ac 


| counting subjects. Of the 42 bulletins 


issued since 1939, eight dealt with 
terminology. The other 34, which dis 
cussed various aspects of accounting 
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Books and Pamphlets 
(Continued ) 


procedure, have been re-evaluated in 
terms of present needs and practices, 
and the material, in revised form, is 
published in the new book, All of the 
previous bulletins, except the eight 
concerned with terminology, are can- 
celed with the publication of the new 
volume. 

Subjects covered include inventory 
pricing, depreciation, contingency re- 
serves, taxes, capital accounts, intang- 
ible assets, government contracts, and 
compensation. 

Copies are available from the Ameri- 
can Institute of Accountants, 270 
Madison Ave., New York 16, N. Y., at 
$2 for paper-bound volumes, or at $3 
for those in cloth covers. 


Human Relations in Supervision 
Human Relations in Supervision is by 


Willard E. Parker, director of Person- 


nel Management Consultants, Chicago, | 


and Robert W. Kleemeier, director of 
Moosehaven Research Laboratory. Dis- 
cussing psychological principles and ac- 
tual practices of management, this vol- 
ume is aimed at improving human 
relations with a view to improving pro- 
duction. The many phases of the sub- 
ject here treated include problems of 


interviewing, training, counseling, set- | 


tling grievances, studying workers’ at- 
titudes, and others. The volume is list- 
ed at $5.00 and is published by the Me- 
Graw-Hill Book Co., 330 W. 42nd St., 
New York 36, N. Y. 


How to Increase Profitable Sales 

Kardex systems of record keeping 
and record analysis have been de- 
veloped in a number of interesting 
and useful ways for use in the field 
of sales control. 

These applications are described and 
illustrated in a colorful handbook 
called How to Increase Profitable Sales, 
recently released by Remington Rand. 
This 26-page booklet discusses the use 
of office machines in sales analysis. 

How to Increase Profitable Sales, 
identified as booklet KD524, is ob- 
tainable without charge from Reming- 
ton Rand Inc., 315 Fourth Ave., New 
York 10, N. Y. 


Vinyl Plastic Asbestos Tile Color 
Classification Chart 
The Asphalt Tile Institute, 101 Park 


Ave., New York 17, N. Y., has pre- 
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| Matching envelopes available in all grades of Neenah rag content bonds 


pared a color classification chart cover- 
ing vinyl plastic asbestos floor tiles. 
The chart was designed to clarify the 
color lines available from each manu- 
facturer of that type of tile, together 
with the designation of each color. 

The chart also is a guide to show 
which tiles in each manufacturer’s line 
are equivalent in general color tone or 
eftect. Sixteen colors of 11 manufac- 
turers are listed. 

The chart was developed by the 
Market Research Committee of the As- 
phalt Tile Institute for the convenience 
of those who select or specify vinyl 
plastic asbestos tile. 

Single copies are obtainable on writ- 
ten request to the Institute. 


The Way to Better Billing 

The Burroughs Corp. has published 
a 14-page booklet describing the new 
Burroughs “Magic Multiplier” billing 
machine. The booklet is called The 
Way to Better Billing for Your Bust 
ness and is obtainable from the Bur- 
reughs Corp. 6071 Second Ave., 
Detroit, Mich. 

According to the company, the new 
billing machine reduces the steps of 
computing, typing, and checking in- 
voices to a single operation. The new 
model is a typewriter-computing ma 
chine with direct multiplication; it 
prints price and amount side by side, 
pointed off, and the entire billing op- 


eration can be handled by one operator. 


SEAL 


Joes make/a difference 


because there is a big difference in paper. To cite 
an extreme example 
disintegrate in a few years, while the Gutenberg 
Bible printed on fine rag content paper in the 
15th Century is still perfectly legible. 


newspapers made of pulp 


Of course, paper should not be judged solely by its 
cost or how long it will last, but how well it fulfills 
its purpose. So when you need business papers 

for permanent records, prestige messages and other 


important uses, remember that the fine rag content 
papers available at your Neenah Dealer were 
‘ designed for enduring quality. 


NEENAH PAPER COMPANY 


Neenah, Wisconsin 
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And for other quality office supplies, let the Neenah 
Seal be your key to store-wide excellence. 


NEENAH BOXED 
TYPEWRITER PAPERS 
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Quiet-Grip 


RUBBER COVERED 


Entirely New 


RUBBER COVERED! 
“Waffle Pattern” Rubber 
Covering is absolutely 
non-skid. Grips machine 
to desk surface. Will not 
“flake”, pulverize or oxi- 
dize in use. Easy to keep 
clean! 

FIBRE CENTER 
Shock-absorber fibre cen- 
ter does not mat down. 
Absorbs machine clatter, 
making a quieter office. 


PLASTIC EDGING — no 
fraying. 
4 COLOR—Attractive “Of- 
* fice Green”, 


5. PAD IS FIRE-RESISTANT. 

A Simple Way To 

Assure Better Work 
Operators who work in comfort do better 
work! 
A Quiet-Grip Office Machine Pad un- 
der every machine in the office — 
manual or electric — will increase 
working comfort and efficiency. 


DO IT NOW! 


For a quieter office . . . increased pro- 

duction . . . fewer mistakes, equip 

all your machines with Quiet-Grip Pads. 

They are designed for the purpose! 
Order from your 


stationer or office 
supply dealer. 


Stondard Typewrit- 
er Pad No. 820— 


$1,5° PyZ2 
Ped No, ai y 
$2.50 

° Trade Mark 


' ' Manufactured by 
- ABCO Plastic and Supply Co. 
84 East Alpine St. Newark 5, N. J. 


eae nn il 


People in the News 


WILLIAM S. SHERMAN has been 
appointed director of sales operations 
for The Gray Manufacturing Co., 
makers of Gray Audograph dictating 
equipment, according to an announce- 
ment from the office of President Wal- 
ter E, Ditmars. Mr. Sherman will be in 
charge of coordinat- 
ing the activities of 
Gray’s 600 field sales- 
men with plant pro- 
duction schedules. 
Mr. Sherman for- 
merly was Gray’s 
industrial sales rep- 
resentative in charge 
of the development 
of new products for 
commercial and government use. 


William S. 


Sherman 


EDWARD K. MOSS, formerly public 
relations director for the American 
Management Association, has opened 
offices in New York and Washington, 
D. C. to provide public relations serv- 
ice and consultation to industrial firms, 
business association and institutions. 

Mr. Moss has been with the govern- 
ment for nearly three years, serving in 
Washington as assistant administrator 
of the Defense Production Administra- 
tion and in other posts. From 1946 to 
1950 he was in charge of AMA’s public 
relations; prior to that he served on the 
staff of Fleet Admiral W. F. Halsey 
and later in the office of the Chief of 
Naval Operations. 


WALTER B. GUINAN has rejoined 
Bigelow-Sanford Carpet Co, as con- 
tract sales manager, Bigelow Rugs and 
Carpets, according to an announce- 
ment by General Sales Manager Robert 
W. Howison. Mr. Guinan originally 
joined Bigelow 26 years ago in the 
sales department. He resigned in 1952, 
at which time he was style and design 
manager. In the intervening period he 
has been director of sales and merchan- 
dising for Karastan, the rug and carpet 
Givision of Fieldcrest Mills. 


JOHN W. MARTON has been ap- 
pointed to the San Francisco district 
managership for Virginia Metal Prod- 
ucts, Inc. Previously, Mr. Marton was 
sales engineer for the company in the 
San Francisco area. 


(look for it!) 


The “ID symbol on a desk — 
pridemark of honest craftsmanship — 
is your assurance of quality and 
durability and utility, in wood office 
furniture that is friendly to budgets. 

Look for the “‘ID"' symbol in the 
middie drawer. It identifies an In- 
diana Desk. It is your assurance of 
enduring satisfaction. 

If you don't know the name of 
your nearest Indiana Desk dealer, 
please write us for information. 


tntctana desk co. 


JASPER, INDIANA <« U.S.A. 


A New Principle .. . 
"RIGHT-WAY" 


Is your Office still using the old 
style, felt and cloth ink pads? The 
ones that need replacing with a few 
months’ usage??? 

Now ... a new t inking surface 
with Automatic Ink Fountain plus 
New Ink of unusual character and 
quality, produces Remarkable Effi- 
ciency with Clarity and Neatness of 
outline from imprinting, with rubber 
stamps—Impossible in the Past! 

Your first cost is the last cost! Guar- 
anteed to give 5 years of continuous, 
satisfactory performance. Sent Post- 
paid on ten days trial. Priced at $2.95. 

Write for i discounts and 
catalogue of other Time and Money 
savers for the office. 


HERALD SALES 


P.O. Box 1753 Fort Worth 1, Texas 
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People in the News 
(Continued ) 


GEORGE M. SZABAD has been 
elected to the presidency of TelAuto- 
graph Corp., to fill the vacancy left by 
the resignation of 
R. L. Spotts. 

Mr. Szabad is a 
member of the New 
York law firm of 
Blum and Jolles and 
has acte4 as legal 
and financial counsel 
to Tel Autograph. 
Previously he served 
with the United 
States Government in posts with the 
Labor and State Departments. As as- 
sociate counsel, he also participated 
in the reorganization of Associated 
Gas & Electric Co. 


George M. 
Szabad 


JAMES M. SCRIVEN, assistant secre- 
tary of The McBee Co., Athens, Ohio, 
has been appointed to the newly cre- 
ated post of assistant general manager 
of the Binder Division, according to 
Harry McBee, vice president in charge 
of binder operations. 

Mr. Scriven joined McBee in 1927. 
He became an officer of the company 
in 1943, when he was elected to the 
assistant secretaryship. For the past few 
years he has also served as director of 
production planning and director of 
materials control. 


JOHN N. WHITE has been appointed 
manufacturing assistant to the presi- 
dent of the Cory Corp. This informa- 
tion comes from President J, W. Als- 
dorf. In his new capacity, Mr. White 
will serve as liaison between the Cory, 
Nacro, Fresh’nd-Aire, and Flavor-Seal 
manufacturing plants. 

Before joining Cory, Mr. White was 
a manufacturing executive with Stone 
Mfg. Corp., Sarkes Tarzian Inc., Radio 
Corp. of America, General Electric, 
Ken Rad Tube and Lamp Corp., and 
Westinghouse. He is a native of River- 
dale, New Jersey. 


PAUL HAASE has been appointed 
managing director of the Controllers 
Institute of America, according to an 
announcement by President Edmund L. 
Grimes. Mr. Haas will also serve as 
administrative director and secretary of 
Controllership Foundation, which is a 
branch of the Institute devoted to re- 
search, and as editor of the monthly 
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magazine, “The Controller.’ Mr. 
Haase succeeds Walter Mitchell, Jr. 

It was also announced that Keith L. 
Hamer, secretary-treasurer of Addresso- 
graph-Multigraph of Canada Ltd., To- 
ronto, and T. A. Selogie, controller of 
Ditto, Inc., Chicago, have been elected 
to membership in the Institute. 


JOSEPH J. GUTHEINZ, advertising 
and sales promotion manager of Die- 
bold, Inc., was selected by the Ameri- 
can Management Association to preside 
at a three-day workshop seminar on 
direct mail advertising at the Palmer 
House in Chicago, August 3lst 
through September 2nd. The subject 
ot the seminar was “Effectively Organ- 
izing the Direct Mail Sales Program.” 


ROBERT A. BERGER has been 
elected president of Macey-Fowler, 
Inc., distributors of fine executive 
office furniture. 


Mr. Berger was 
formerly vice presi- 
dent in charge of 
sales at Stow and 
Davis Furniture Co., 
Grand Rapids, 
Mich. He had been 
with Stow and Da- 
vis since 1937, when 
he joined that com- 
pany as purchasing agent. From that 
post he rose successively through an 
assistant sales managership and the 
sales managership to the vice presidency 
in 1945, 


Robert A, 
Berger 


OFFICE MANAGEMENT 


Learn How Your Order-billing System Rates 


- , YES NO 
Do you know how many separate writings you require to get your C] C] 


orders shipped and billed? 


eliminated? 


Have you investigated lately to see whether certain rewritings can be ‘a Cc 


Do you rewrite orders received from branches or salesmen? 


OO 


Are shipping addresses retyped on your bills of lading? 


OO 


OO 


Are your invoices written separately from your shipping orders? 


ae 


When a partial shipment is made do you write a new shipping order to Cl C] 


cover items back-ordered? 


Do you write a new set of billing copies covering each back order Cl ‘a 


shipment? 


1 

2 

3 

4 

5 Are these same addresses again rewritten on your tags and labels? 
6 

7 

8 

9 


Do you post each individual invoice to your accounts receivable ledger? [| [] 
HERE'S THE QUESTION THAT COUNTS 


| 10 Would you like us to send you folders which illustrate how you can YES NO 
| eliminate all retyping on original and back orders and eliminate posting 

| to accounts receivable: C) LJ 
| If answer is "Yes’’ fill in and mail to: 

| DITTO, Incorporated, 705 S. Oakley Bivd., Chicago 12, Illinois 

| In Canada: DITTO of Canada, Ltd., Toronto, Ontario 

| Name, Title 

| Firm 

| Address 

: City. County. State 

| 


) DITTO, oneness 
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People in the News 
(Continued) 


STANLEY M. FRIDEN has _ been 
elected vice president in charge of ex- 
port sales of the Friden Calculating 
Machine Co., Inc., ac- 
cording to an an- 
nouncement from 
Walter S. Johnson, 
Friden president. 

The new vice pres- 
ident is the son of 
the late Carl M. Fri- 
den, founder of the 
company. He has 
been a member otf 
the board since 1947 and he has also 
served as the firm’s export sales man- 
ager during this time. 


Stanley M. 
Friden 


DITTO, INC. has elected two new 
members of the board of directors. 
They are W. Norman Mitchell, a part- 
ner of A. T. Kearney & Co., manage- 
ment engineers, and Dwight P. Robin- 
son, ]r., vice chairman of Massachusetts 
Investors Trust. This announcement 
was made by Ditto’s board chairman, 
Theodore W. Robinson, Jr. 


ROBERT A. SHIFF has been made 
executive vice president of the National 
Records Management Council, it ha 
been announced by Dr. Arthur Hi. 
Cole, chairman of the board. Mr. 
Shiff has been an officer and member 
of the board directors since 194! 
At the same time, the board announced 
the resignation of Emmett Leahy, tor- 
mer president of the Council. 


BURDETT GREEN has been named 
evecutive vice president of The Veneer 
which is 
processors of hardwoods ranging in !o 


Association, made up of 
cation and species from the northern 
birch and maple regions to the south- 
eri. gum and poplar cross-banding 
mills. The members produce both face 
and commercial veneers of 200 woods. 
To accept this position, Mr. Green 
has resigned as secretary-manager ot 
the American Walnut Manufacturers 
Association. He will be succeeded 
this post by Charles H. White, 
has been his assistant for seven years. 
Charles E. Close, winno has been both 
executive vice president of The Veneer 
Asociation and secretary-treasurer of 
the Hardwood-Piywood Institute will 
continue in the latter position. 


who 


wiltshire modern 
CONSULTATION 
DESK 


Ideal for banks, finance offices, in- 
surance companies .. . this Wiltshire 
Modern Consultation Desk is designed 
for private confidential conference be- 
tween two or more persons. 

This versatile desk allows comfort- 
able, close-in seating on three sides 
«+ + Saves space while increasing the 
efficiency of your office. 

If your business requires frequent 


customer consultation, you need the 
Wiltshire Consultation Desk. See it at 
your dealer's now! 
WRITE FOR OFFICE PLANNING GUIDE 
Imperial'’s Office Planning Guide . . . 
Complete with floor plan, cut-outs and 
basic office planning information .. . 
is available now from your nearest Im- 
Perial dealer. Call him today .. . or 
write direct for your copy. 


a 
Imperial 
desk company 
EVANSVILLE 7, 


INDIANA 


OFFICE MANAGEMENT 


_ ment 


JOHN CLARY, director of personne! 
fer the Clary Multiplier Corp., of San 
Gabriel, Calif., has 
been made an as 
sistant to Hugh L. 
Clary, president of 
the company. He 
joined the company 
in 1948 as an indus- 
trial engineer and 
has been personne! 
head for the last two 
years. 

srig. Gen. Merle Halsey Davis, who 
re ived recently as Chief of the Indus 
trial Ammunition Branch of Army 
O:dnance, has been appointed manu 
facturing and engineering consultant 
fer Clary’s expanded production pro- 
gram. He will be occupied with all 
phases of the company’s production 
including 
electronic 


John 
Clary 


operations, business ma 
chines and 
well as guided missile instruments and 


Gen. Davis 


equipment, as 


ammunition components. 
was an ordnance officer for 32 of his 36 
years of Army service. 
PETER P. 


assistant 


BLANCHARD has _be- 
come of Interna- 
tional Business Machines Corp., it is 
announced by the company’s board of 
Previously Mr. Blanchard 
was an administrative assistant in the 
office of the executive assistant at IBM’s 
world headquarters. 


secretary 


directors. 


EMMETT J. LEAHY, noted archivist. 
was recently president 
chairman of the board of Business 
Archives Center, Inc., of New York. 
Hie will direct the company’s consult- 


elected and 


ing service, as well as its two record 
storage centers in New York and New 
Jersey. 

Until recently, Mr. Leahy was presi 
dent of the National Records Manage 
He also directed the 
Hoover Commission Task Force on 
paper work in the Federal Govern 
ment and was author of its final report. 
Earlier in his career, he was named by 


Council. 


the U. S. Government to conduct a 
pre-war study of records management 
procedures in western Europe. 

In addition, Mr. Leahy is adjunct 
professor of records management at 
New York University’s 
School of Business 


Graduate 
Administration. 
The board of directors ot 
Archives Center, Inc. also announced 
the election of E. C. Devereux as ex 
ecutive vice president and of 
Holbrook as vice president. 


Business 


Matson 
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ta Your Office Supply =f WHAT A 
Dealer has this new way DIFFERENCE... 


“for you to select smaller 


CEL LUGRAF 
SIGNALS” 


For many years CELLUGRAF Trans- 
parent Signals have been packaged 100 
of a color to a box. But now you may 
purchase as few as 20 CELLUGRAF 
Signals on a cellophane-covered card 
— of a single color: Red, Turquoise, 
Pink, Yellow, Dark Green or Orange. 


am 
You may want to fill in some colors — | Bassick **Diamond-Arrow” 


you may want to add new colors to 
cover new situations. This new pack- Casters make the difference! 
age makes it possible to increase the : ; ; ; 
variety without increasing the cost. You'll notice the amazingly quiet, easy movement, =_ 
_ that floors don’t get marred when you equip chairs with 
ue smooth-rolling Bassick “Diamond-Arrow” Casters. They 
See this display at your Office Supply Dealers. vel A wre th fi 
Many have them now—or will soon, it’s so new! swivel easier . . . thanks to the most elh- 
cient two-level, ball-bearing construction. 
There are types for wood and metal 
chairs, typewriter stands, etc., with 
“Baco” rubber-tread or “Atlasite” hard 
composition wheels. Ask for them at your 
office supply store. THE BASSICK COM- 
PANY, Bridgeport 2, Conn. /n Canada: 
Belleville, Ont. 


GEORGE B. GRAFF COMPANY , Bassick 


Monvfacturers of Signols, Maptocks ond *Mapfiags ’ : 
thot help to keep business under better control. A DIVISION OF 


54 WASHBURN AVE:, CAMBRIDGE 40, MASS. 
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CASE OF THE MONTH 


Third of a series describing how concerns have 
improved office methods and procedures 


“Space-time” problem solved by 
Riggs National Bank’s use of 
TV receiver set in desk 


WHEN AN OFFICE expands to a point where its opera- 
tions must be spread over several different buildings, new 
record keeping problems arise. Executives in one office may 
experience delays in getting needed information, because the 
files covering that information are several blocks away. 

This problem can be particularly acute in the case of a 
bank, where quick access to records is so essentiai. 

And this was precisely the problem faced recently by the 
Riggs National Bank of Washington, when its bookkeeping 
department was moved from its main office at Pennsylvania 
and New York Avenues—where the Riggs National Bank 
has been established since 1836—to 1508 H Street, N. W. 

The need for instantaneous access to records was felt most 
strongly by bank officers, who might need to refer to various 
papers concerning a customer's account while the customer 
himself was sitting at their desk. A telephone check could, 
of course, produce needed information quickly, but in many 
cases it is psychologically valuable to be able to show the 
documents in question to the customer. On the other hand, 
in some instances, it might be valuable for bank officers to 
be able to check records without the customer hearing the 
information exchanged. 


ee 


And, aside from the individual customer at a particular 
executive's desk, a telephone call made on an exposed of- 
ficers’ platform is not always as confidential as it might be, 
if there are other bank customers sitting at nearby desks. 

The solution found by the Riggs Bank was television. 

This, too, would seem to offer difficulties. An exposed 
television set on the officers’ platform would be considerably 


The TV desk is shown at its first demonstration. Check 
on the screen is one of Abraham Lincoln’s. 


. >= 


AMERICAN CARBON PAPER MFG. co. Fin . - 
Saeed of Ennis, Texas ond | Seapine vi ig : 
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less private than a phone conversation, and could also very 
easily lead people passing in the bank’s main lobby to be- 
lieve the officers were taking time out for entertainment. 

Riggs took its problem—and its suggested solution—to W. 
and J. Sloane of Washington, and the R.C.A.-Victor Corpo- 
ration. The answer evolved by Riggs officials: a closed circuit 
TV receiving set mounted in the base of an officer’s desk. 

The successful result was demonstrated at the American 
Bankers Association convention in Washington last month, 
following a press preview in which Robert V. Fleming, presi- 
dent of the Riggs National, in exhibiting the desk, asked to 
see cancelled checks of some “special customers.” Almost im- 
mediately, there flasheu on the screen from the bookkeeping 
department in the other office checks bearing the signatures 
of Abraham Lincoln, Danie! Webster, Henry Clay, Brigham 
Young, Harry Truman, and others, for the Riggs National 
has been the bank of seventeen American presidents and 
many other celebrities. Also shown were records dealing 
with the purchase of Alaska from Russia, which was financed 
by the Washington institution. 


And the unique desk TV installation answers each of the 
special problems posed by the bank’s needs. If it is desirable 
to show a customer the records to which the officer is refer- 
ring, all that is necessary it to make room for the customer 
on the executive’s side of the desk and allow him to watch 
the screen. If, on the other hand, the bank officer wishes to 
refer to the records without showing them to the customer, 
they are completely invisible from across the desk or either 
side of it. Similarly, the screen cannot be seen by anyone 
on the platform except bank personnel. 

The unusual installation is built around only two units: a 
small, lightweight camera about the size of a 16 mm. home 
movie camera, and a combination monitor power supply 
control unit housed in the desk. The equipment is designed 
around a new RCA camera type, the Vidicon, which is only 
one inch in diameter and six inches long, yet is said to be 
almost as sensitive as the much larger studio type tube. The 
scanning frequencies of the closed circuit system are the 
same as those of standard broadcast television, while the 
receiving set screen is ten inches square. 

Commenting on the ingenious device, the receiving unit 
of which is housed in a special desk planned and built by 
the Hamilton Desk Co., of High Point, N. C., with the tech- 
nical assistance of the American Amplifier and Television 
Corporation of Washington, Mr. Fleming predicted that the 
closed circuit system would not only save time, money, wear, 
and tear on both bank personnel and customers, but would 
also make it possible for the bank “to beat the time and 
space angle” by combining expansion with maintenance of 
its historic location across the street from the Treasury and 
the White House. 


Possible extended applications of the principle of the tele- 
vision screen in the desk base for other type of office opera- 
tions are obvious. Television is already an important factor 
in industrial processes in mines, factories, and railroad yards, 
but to date its application in offices has been limited. Yet 
credit offices in any type of installation where customers are 
dealt with on a personal basis could find television useful in 
precisely the same way that the Riggs National Bank is find- 
ing it valuable. Similarly, closed circuit television systems 
could be used to furnish visual reference to essential records 
and papers of any other type between a central filing point 
and offices on other floors or even in other buildings. 
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it’s not 

just a 
wastebasket— 
it’s a 


VUL-COr 


TRADE MARK 


New Rectangle— 5A 


When you buy Vul-Cots, you are getting more than 
a mere receptacle for holding waste paper. You are 
buying economical waste handling, for years. Every 
Vul-Cot you purchase carries with it a 5-year 
guarantee, Cut your maintenance and replacement 
costs—end your waste handling worries now—just 
say Vul-Cot. 

The two Vul-Cots illustrated are new in the line. 
All Vul-Cots are made of hard vuleanized fibre, 
they loox better and last longer. Colors do not chip 
off; double rolled tops do not break. They are light- 
weight, noiseless . . . exclusive bonded seam con- 
struction gives added strength. Vul-Cots do not 


crack, splinter, dent, rust or corrode. Standard 


colors: maroon-brown and olive-green. Write today 
for catalog price sheet—Dept.OM-10. 


For Sale by Stationers and 
Office Supply Houses Everywhere 


National, 
- VULCANIZED FIBRE CO. 


. Wilmington + Delaware. 
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Of interest from Washington 


by Larston Farrar 


UNCLE SAM, who has been paying out hundreds of mil- 
lions of dollars a year just to keep his records straight, is 
striving, through the use of efficiency experts, to cut this 
expense in one-half, and thereby hangs a tale of how the 
Federal Government may not be as good a customer for the 
ofhce suppliers and equipment dealers next year as he was 
last year—and for some years back. 

General Services Administration, the housekeeping and 
purchasing agency for the civil government and much, it 
not most, of the military, has made a contract with Records 
Engineering, Inc., to determine the proper role of microhlm 
ing in the management of Federal records, 

The private company, headed by former Senator Gerald 
P. Nye, a faithful Republican, will get $37,900 to survey all 
of Uncle Sam’s record-keeping problems and to make some 
suggestions. 


If the firm makes the same suggestions for Uncle Sam as 
it has made for various state governments—Maryland, for 


* e a4 
Any time and every time . 
AN Ime an every a instance—it will recommend microfilming of millions of 
ath. . records, thus cutting the file-case load tremendously. Fur- 
the YELLOW BOX LINE is best! aan : | 


thermore, the firm is expected to come up with some an- 
swers as to how to cut the cost of microfilming, which has 
been estimated to run more than $3 million a year for the 


Time- tried... quality - proved Federal Government. 
...USer-preferred! | BEGINNING of work on a proposed new Senate Office 


| Building, likely to be constructed right next door to the 
In millions of offices Oakville’s Yellow present huge structure which the Senators and their staff- 


SR Eee ey eae a members have outgrown, is much closer since the commis- 
par eee ey y | sion studying the proposal has been augmented by two new 
Republican appointees. The appointments were made by 
uniformity, and full count. Office Man- Vice President Richard M. Nixon. 
, . . . David Lynn, architect of the Capitol, has announced that 
agers simplify their buying, stream- “page 
. he will present preliminary plans for the new S.O.B. (as the 
office building for Senators is known here) before December 
handling costs by obtaining the com- | 1. Once the commission passes on the plans, actual construc- 


. | tion will begin. 
plete assortment of Yellow Box items fe 


specified as the standard of quality, 
line their inventory, and lower their 


SEAT ee Rien ene ander MORE SIMPLIFICATION of the paper work required in 
making federal purchases has been announced here by Ed- 
Best of all, these little time-savers mund F. Mansure, Administrator of General Services. 
k ices eae ae ee | In a regulation sent to all Federal agencies, Mr. Mansure 
ee ee ee prescribed use of a new, simple form to handle the ordering 
Standardize on the Yellow Box Line of materials, certifying their receipt and okaying bills for 
payment. A six-copy form will be standard throughout the 
— the line that’s best for you! government, replacing almost 50 different systems now in 
effect, some of which require filling out anywhere from § 
. to 23 copies. 
~ OAKVILLE COMPANY DIVISION f Mr. Mansure said that Uncle Sam will save appreciable 

‘ “SCOVILL MANUFACTURING COMPANY Re. sums of money, while those who sell goods or services to 
a. Waterbury 20, Connecticut - oe the government will have less headaches. The government, 
New York © Philadelphia * Boston * Chicago * Son Francisco he said, made more than 6,000,000 individual purchases 

tn Canada: Brown Bros., Ltd., Terente 2 last year and the old Hoover Commission had estimated a 
typical purchase—no matter how much was spent—cost 
Uncle Sam about $10. 

“Assuming approximately the same number of purchases 
in the coming year, we think the new form now being 
adopted wi'l cvt the actual number of pieces of paper which 
have to be handled by almost 50 per cent,” Mr. Mansure said. 
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—on one invoice—in one shipment. 


* -s a ae ee i a, A 
. _ aa a . Te Pre. ty ee eA . . 4 ie 
oe AD\ == 
es AA — , 
‘ | a een 
“et Z| GEM ay =e 
- ae). ae 
Vie ; CLIPS sees 
“a rode ty Aa \ Suse Ppp Ne 
: 4 1) me © ee cee ee 
ae l m~ Py ff 
we ee fps | 
_: . =e Ki g 
SH] N71 \\\ eS 
pe s & CEE on WY! ail’ (Ve 2 iA 
aa —_ rT 4 {> aeeeeeeee | ~~ 
oa A Gaa— ( ‘ 
i us i Sonne i . 
ise 
Het 
nT | 
= | 
i 
oe A 
it 
Se 
ee 
oie 
pref 
ae 
. 
ee : 
a 
on ey ' 
: | A 
ie | oo 
ae q 
ee te f{ 
ail — Se 
ae és 
fr: 
ieee 3 
=i . « a 
Ss ae lc ll Rl TS 
“ae 


aluminum 
chairs 


CHAIRS AND PEOPLE 


The test of a really good office chair is that it 
fits the physical characteristics of each individual 
user. 


FINE-REST Chairs are specifically designed to 
accommodate the tall and the short; the stout and 
the slim. A  FINE-REST installation will provide 
functional comfort for all of your employees. This 
means increased efficiency, reduced absenteeism, and 
of course, reduced costs. 


Write for free descriptive literature and the name 
of your nearest FINE-REST dealer. 


~america’s Standard of Business Seating” 


ALUMINUM SEATING 


17 8. CHERRY STREET © AKRON 86,0HIO 
* . € le 5 . 
Distribuldr Mernoworitan w. ¥ & ExPoat vistTihieUTOS 
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QUICK, CLEAN, NEAT 
NO MESS, NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes- 
Avery Kum-kKleen Correction Tape 
easily solves fluid duplicator bow 
lems and serves a real need tor a 
multitude of satisfied customers. 
There’s no scraping, erasing or 
smearing — tor corrections of uid 
duplicator masters are quickly, 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 
rections. 


Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
Kum-kKleen tape dispenser, are 

boxed in 1/6”, 2/6” 


and 5/6” widths. 


1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening . . . it’s just 
LAID ON with a finger-touch. 


2. TYPE ON with a light touch, 
using the same carbon. No need to 
remove the master from the type- 
writer . . . no realigning. 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery’s free 
advertising aids — displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


| avery ADHESIVE LABEL CORPORATION 


1 117 Liberty St.,New York 6 608 S. Dearborn St., Chicago 5 
1616 California Ave., Monrovia, California 
| Offices in Other Principal Cities 


| Please send me samples of Avery Kum-Kleen Correction Tape 


| My Name___ 


| Company 
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The English appreciate best 
erasers and everything one 
ean do with them. Take the 
specific case of the elderly 
English lady who used a 
Weldon Roberts Taper Tip 
Eraser as a non-skid ferrule 
on the end of her umbrella! 


Correcting Mistakes In Any 
Language with Weldon 
Roberts Erasers has long 
been a tradition with Eng- 
lishmen the world over. 
Eraser users everywhere are 
just as smart when it comes 
to knowing Weldon Roberts 
world’s-best eraser values in 
quality, uniformity and de- 
pendability! 


See your dealer now for the 
Weldon Roberts Erasers best 
suited to your requirements. 


JET ERASER > Convenient eylindric 


tive, transparent plastic holder 


ut 
tt 
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368 TAPER TIP. For the count- 
less office workers and students 
who want businesslike, oversize 
red erasers right on the ends of 
their pencils! On attractive dis- 
play cards and also in 1 gross 
boxes at your stationer's. 


440 GREEN GLOW & 
Soft, smooth, pliable eraser in 
attractive green color for pencil 
erasures and cleaning work 
Features the “stubby” shape 
with beveled ends For office 
drafting, art, school and general 
use. (Large size, No. 441.) 


al stick eraser in attrac- 


Top unsecrews so eraser can 


be moved outward. Red rubber for pencil erasing, gray rubber 
for ink. Pocket clip style for general use. Brash whisk style 


for typists. Refills. Tops for typing 


fessionai and student use. 


, acegunting, drafting, pro- 


WELDON ROBERTS RUBBER CO. 


365 Sixth Avenue 


Newark 7, N. J. 


World's Foremost Eraser Specialists 


ee 


in! 


Ren See 


You can’t plan too early! 


(From page 38) 


departments in order to prepare a program for planning the 


~ new office layout. 


Physical Survey of New Premises: To make a physical 
survey (study) of the new office space, to disclose details 
of structural and mechanical facilities, and to prepare a 
measured floor plan. 

Preliminary Sketch Office Layouts: To submit prelimi- 
nary layouts prepared by ourselves in accordance with the 
information obtained from our survey work showing alter- 
natives of your office space laid out with consideration to 
department work flow and traffic circulation. 

Detailed Office Layout (Final): To carry out the final lay- 
out which will be a combination of the various suggestions 
and recommendations made in preliminary layouts and con- 
ferences held with executives (showing departments, equip- 
ment, and names of individuals). 

(a) After approval of the one best preliminary layout, 
we are to confer with various heads of departments or other 
delegated authority as to the detailed arrangements of desks, 
files, cabinets, machines, stock, and private offices. 

(b) To include in our discussion all engineering features 
such as lighting, acoustical treatment, ventilation, air con- 
ditioning, underfloor ducts, partitions, and other mechanical 
or structural features that might be indicated. 

Architectural Design and Decoration: 

(a) To discuss and suggest overall design and decoration 
for special interiors that may be required for reception rooms, 
conference rooms, and certain private offices with considera- 
tion given to functional requirements. 

(b) To develop, where indicated, colored renderings of 
particular designs. 

(c) To submit actual samples of materials and color 
recommended. 

Budgets: To prepare a budget of the costs involved for 
all work, with alternatives necessary to complete the new 
offices including construction, equipment and decoration. 

Working Drawings: To make complete working draw- 
ings after approval of the final office layout, designs and 
budgets, giving complete information as to the installation 
of partitions, electrical, plumbing, ventilation, underfloor 
ducts and telephone information, and plans for carrying out 
the approved equipment and decorative treatments. 

(a) Where work is divided between building owner and 
tenant, these drawings will distinctly outline the apportion- 
ment of work to each. 

Specifications: To prepare complete specifications for all 
of the work to be done. 

To secure competitive estimates on all phases of the work. 

To screen and analyze all bids and assist in awarding con- 
tracts. 

To supervise all construction, decorating, and furnishing to 
completion. 

To check and certify all contractors’ bills for payment by 
you. 

To keep an accurate record of all extra work approved by 
you. 

To prepare a properly zoned and numbered moving plan 
for supervising move. 

For all work carried out under our supervision, plans will 
be filed with municipal and other authorities as required. 
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FOLLOW-UP 
FOLDER 


Automatic 
follow-up signal 
ELIMINATES 


separate tickler file 


3 FOLDER SIZES 

6 LABEL COLORS 
Available in letter, legal and 
invoice sizes. 
GUIDE-RITE PLASTI-TOP 


) = also available on special order 
folders and cards. 


@ SUBJECT LABEL, easily 


inserted or removed 


@ MONTH-&-DATE SCALE, 
fully visible in large type 

@ COLORED PLASTIC 
GUIDE SIGNAL, easily 
repositioned 

.\ @ GUIDE-RITE PLASTI-TOP, 

full-width protection for 


label, scale and signal Simplifies werk for PUR- 
* GOLDEN SELKRAFT 18 pt. CHASING, SALES, SERVICE, 


BODY scored for 1” expansion CREDIT and many other 
departments. 


Write on your company ‘letterhead for FREE SAMPLE and catalog on complete Selco line. 


- al ” ei baat 4 5 x ~ ; 
> SELL CORPORATION soc dum coon sivecr GHMMGD 1, msmtaiie 


... your chair dollar buys more in 


Jasper Chair Company Chairs 


Your choice of fine Wood Office Chairs by Jasper Chair Company 
is an investment that pays you well in long service and satisfaction. 
Visible proof of their wide popularity, you'll find smart Jasper 
Chair Co. Chairs in America’s finest offices, coast to coast. Ask 
1 your dealer to show you newest styles in solid Walnut or Oak, 

plain or upholstered in genuine leather or sturdy Naugahyde. 

Or send coupon below for complete facts on the Jasper Chair line. 


Jasper Chair7 


JASPER, INDIANA 


Pee VS Se Se Se ae a a a ee oe Gn a a Ge a a 


SEND FOR MORE INFORMATION ... 
JASPER CHAIR COMPANY, Dept. 29, Jasper, Indiana 


Please send information on newest styles in Jasper Chairs, and also name of 
nearest dealer. 


“The RIGHT CHAIR 
at the RIGHT PRICE" 


Name 
Company 
Address 


City , State 
October, 1953 OFFICE MANAGEMENT 91 


4 


~ 


- 
- ‘ g a 

ae ee or ity 

dae Bet > $ E 


my 


‘ ta \ - 
a4 a - “i 
fel aie ef ee 
a ee 
.s , “a iil ~*~ », ae 
Another , i 4 
. £ ed 7 Bi 
: a ae - ie 
eae @ ° aa a ci » PLAST oir 
' 4 a 2.1. 5 TE m a 
‘ 1-TOP a 
Fir CORSE 7 a cre a pete er) « eae ae + sat 
—)) «Gee | AY: 
Ps z ; “ ‘Wig at 
Automate Signalin4 plus regular fil- 7 — eA ca 
Po i imi pve" 
. ing keeP® all records 3° a unit, eliminates -% 
Hf . = oa 
‘ tickler files. Colored signals get over & month a5 
‘ or date (oF full-view scale) flaé attention = 
‘ for follow-UP» are quickly reset to new " Fae 
q a9 
: jove. Extra storey go\den Selkraft outwears Shaw 
conventional folder stock- L ¥ ; 
pe; 
Co Oe | ‘ 
re ae 
- > ar Af ¥) 
a SS = ‘or tev 
fe — I. Pace: ; Mg 
ste WP i is 
a i EB 
| } Be td 
a ; Be | 
- | 'Z 
_ § z 
ee | : 
ee 
i . a 
Be ne | ‘i 
—— — . % 
mT ae 
A i iso ye vas 
; Hid EI | * 
et .. ea a oe 
4) 2 ee 7 Le ; if 
—) ae ; 
i fs a RE is 4 
’ s i ie 
‘ : ‘ , 4 Magee 
de ins | . . 
dni si 
> o- -. - 
A if ~~" = bien 
4 
No. 820 
; \ Hy 
mide 
| a eh 
it 
< CHAIR | a a es 
wore ee ‘, 
ayer” i Bhd: 
YAS , We 
PER. we 1 fest 
: eves ; ‘ " i . 
mn . Se 
-_? Re 
q * ee Til pe ‘ , be 7 Bi. , 
gl ie a 3 a —— eee 
_— - Va a sh : ‘ * ie Beate a i 5 
: RB: Ses) = ear i =| nad he P seis ti cal . 
Chee ‘ sf in ae ic - tas arn 
| yee zs ers Pate : a as % 
. ie & 7” — A? 2h ts ay aa Der 
\ _ a aoe |. ine 
ni ange eee 5 re wus 


act PLOT 


Bee CuipreR 


THE TOP QUALITY LINE 


The complete ACE line gives a better, more reliable Stapler no 
matter what price you want to pay. Ask your dealer about 
stronger ACE Staples and the efficient ACE Staple Remover, 
too! ACE Stapling Equipment has been known as the ** World's 
Finest’’ for more than 20 years. It is doing a better job of fasten- 
ing and unfastening papers. Also widely used for bags, bundles 
and cardboard boxes. 


SOLD THROUGH DEALERS EXCLUSIVELY 


= 
- 


tapel ¢ Machines tor Eve Purse and Purpose 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 


Exclusively Manufactured by 
Federal Loose leafCorp. _ 


Super-Lok 


LOOSE LEAF 
BINDER 


NEW! 
ECONOMICAL! 
EFFICIENT! 


The Super-Lok Loose Leaf 
Binder (Pat. No. 2,568,227) 
incorporates new and simpli- 
fied features in the lock- 
ing mechanism. Provides 
smooth, easy operation, pro- 


longed life, efficiency and 
durability. 

uper-Lok is now being used 

w the U. 8. Gov't. and lead- Insert sheets re- 

ng firms from coast to coast. moved by lifting 
from book with 

Can be made to specifications transfer Bar. as 


with various post arrange- ‘Mustrated. 
ments from %” to 3” mini- 
mum capacity and allows for 
90% expansion. Available 
with or without window in 
backbone .. . Imitation lea- 
ther or canvas. Allows for 
compression to any given 
cap .city. 


Write today for quotations 
and latest catalog. 


*Registered U. S. Patent Office 


THE GREATEST NAME IN LOOSE LEAF BINDERS 
M. W. FEDERBUSH, President 


FEDERAL Loose LEAF Corp. 


380 SECOND AVENUE, NEW YORK 10, NEW YORK 


tion, who will deal with “The Financial Decision”; 


Specialists to analyze management 
(Continued from page 40) 


Assistant, International Nickel Company, Huntington, West 
Virginia; and Edgar T. Speer, Methods Analyst, Prudential 
Insurance Company of America, Newark, N. J. 

The other panel session of the conference, to be held on 
Monday afternoon, October 12, will have as its topic, “Plan- 
ning the Purchase of Office Machines.” Although increased 
mechanization in the office is often essential to increased 
production, the speakers will discuss how decisions in the 
field of mechanization must be coordinated with various 
other considerations to achieve effective results. 


Thus, each speaker will summarize one of the important 
aspects of a mechanization program. Panel participants are 
Joseph V. Downs, Accountant, American Telephone and 
Telegraph Company, New York, who will discuss the 
problem involved in “The Engineering Decision”; Charles 
I. Keelan, Office Methods Specialist, Johns-Manville Corpora- 
and 
Miss Marion A. Bills, Assistant Secretary, Aetna Life Insur- 
ance Company, Hartford, Connecticut, who will approach 
the topic from “The Human Relations Aspect.” 

Emphasis will be on office costs and cost contro] at the 
opening session of the conference on Monday morning, 
October 12. J. McCall Huges, vice-president and controller, 
Mutual Life Insurance Company of New York, will dis- 
cuss, “How to Know Your Office Costs,” and Robert E. 
Burton, Manager, Control Division, E. I. duPont de 
Nemours and Company, Wilmington, Delaware, will talk 
on “Planning and Executing a Program of Cost Control.” 
The program will be officially opened preceding these talks 
by Lawrence A. Appley, president of the American Man- 
agement Association. Chairman at the opening session will 
be K. B. Willett, AMA vice-president in charge of the Office 
Management Division. 

S. Eugene Bychinsky, Secretary, Bulldog Electric Prod- 
ucts Company, Detroit, Michigan, will cover the manner 
in which his company has managed to give supervisors and 
work groups a significant share in company planning in 
his talk on Monday afternoon, “Getting Employee Participa- 
tion in Planning.” The rest of the Monday afternoon session 
will be devoted to the panel presentation on the purchase of 
office machines. 


Tuesday morning speakers will be W. M. Drake, Super- 
visor, Facilities Service, Aircraft Gas Turbine Service, Gen- 
eral Electric Company, Cincinnati, Ohio, discussing “A 
Fresh Look at the Office Organization”; Vincent J. Murphy. 
manager, Central Communications Department, Union 
Carbide and Carbon Corporation, New York, talking on 
“Overhauling Wire Communications”; and Ralph Eidem, 
Director of Electronic Research, Ernst and Ernst, Chicago, 
speaking on “A Review of Developments in Office Elec- 
tronics. 

An informal get-together luncheon will be held on Tues- 
day, and the afternoon session will be devoted to the work 
standards program panel. 

Overall topic for the final conference sessions on Wednes 
day morning will be “Better Human Relations for the 
Office.” Speakers who will discuss various aspects of the 
topic are J. Douglas Elliott, Supervisor, Customers Billing 


(To page 95) 
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sity 20™*~*é“‘éPRIINTED FORMS 
FOLDERS @ ‘Sioa Specialists 


@ STATEMENT — LEDGER 
CARD COMBINATIONS 


SNAP-FREE & PULL OUT 
V STYLE 1-TIME CARBON 
FORMS 


For bookkeeping machines 
of all mokes 


PRINTED FORMS OF 
EVERY TYPE 
& 
Over 33 years of know-how and 
o complete modern plant for 
speed and intelligent service. 


we 
Write for quotations today 


We not only SELL... but SERVE 01 well / 


ESTABLISHED 1920 


f| HYGRADE 


121 VARICK ST., NEW YORK 13, N. Y., AL 5-4530-1-2-3-4 


Snap-free or pull-out style 


THE HOUSE OF BAINBRIDGE AMAZING NEW 


YOUR SERVICE WHOLESALER | LIFETI Mm MA 
offers | tt 
A COMPLETE LINE OF OFFICE SUPPLIES MECHANICAL LEAD HOLDER i 
AND BAINBRIDGE SPECIALTIES | ae AND LEAD POINTER! “} 
tr 
ey 
Eazy-Vision atts 
temps _ INSURES A PERFECTLY 
r 
Tho Gyes POINTED PENCIL - ALWAYS i 
ee | * A desk set that eliminates conven- - 
tional pencil sharpening — insures pe 
" Light Below | clean uniform lines, permanently. en 
é Eye Level *% A lifetime injection lead holder ie. 
Rests with “pointer” that really sharpens 
The Eyes new precision points in a jiffy! ? 
v4) % Pays for itself over and over in F 
precision performance! 
Good Light Here's a startling new time saver 
Is Good that makes conventional pencils and 
Business sharpeners obsolete. For fine, accur- 
a ate detail work . . . an indispensable : 
aid to Draftsmen, Artists, Architects, 4 
Various Styles Designers, Engineers, Students, Book- Set 
= d others. Lead holders - 
No. 4236 Heavy Base Curve-Arm, Eazy-Vision and Numbers — keepers an = 
Lamp—Have the Light Where It Is Needed. available with lead in deg. 7B to 9H. he 
DON’T DELAY ; 


Write for Information on oe 
Office Supplies and Bainbridge Specialties This is but one of hundreds of qual- 


ity profit-proved Alvin drafting, draw- 
ing and stationery items available— 
send for complete catalog 
and amazing price list today! _ 


or 


PLACE YOUR ORDER TODAY 
For Prompt Shipment from Stock 


BAINBRIDGE, KIMPTON & HAUPT, INC. 


218 Greenwich St. New York 8, N. Y. 


ALVIN_COMPANY 
|. Dept. a ¥ Windsor. Conn 
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NO USE 
LOOKING 
OSCAR... YOu 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


as 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


eT an 


CLASSIFIED ADVERTISING 


Rates are |5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or to Buy Used Equipment 


WANTED—ALL TYPES OFFICE MACHINE, Filing Equipment Furni- 
ture, Kardex, Acme-Postindex. Will pay more than trade-in allowances. 
Write, Wire, Phone CAnal 6- 2054, National Office Equipment Co., 429 
Broome St., New York 13, N. Y. 


KARDEX, ACME, GLOBE-WERNICKE, Yawman-Erbe, Rand Visible 
Cabinets, wood and steel. Addressograph, Cabinets ane _ Trays. Ledger 
Trays, steel and insulated. Reconditioned first class. ecial prices to 
dealers. We also buy this equipment. Universal Office — Co., 
Inc., 7 Waverly Place, New York, N. Y. GRamercy 3-3741 


WANTED — ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 
Mimeographers, Postal Meters, Folding Machines, Calculators, Adding 
Machines, etc. We pay top prices. Write immediately Northway Dis- 
tributors, 2621 1st Ave., Seattle, Wash. 


VISIBLE EQUIPMENT bought and sold and exchanged. We specialize 
in rebuilt Kardex, Acme, Globe-Wernicke and Yawman & Erbe visible 
cabinets, as well as other makes. All our equipment is fully reconditioned 
and guaranteed. Please write and tell us what equipment you need or 
have for sale. Heineman Office Equipment Co., O. M., 4 N. 8th St., 
St. Louis, Mo. 


YOU CAN READ FACES 


when you learn the controlling secret! Fascinating booklet, 
“How Your Face Betrays You," only $1. 


PERSONALITY GUILD 


4002—6th Ave. Brooklyn 32, N. Y. 


FOR YOUR 
TYPEWRITER 


An Annual Roller Change gives ro cs 
you Better Performance and | 


Protects all working parts of By star 
your machine. 


For Best Results, Insist on 
FUTURISTIC 5-Star Platens 


Manufactured and Distributed to Office Machine Deolers by 
Ames Supply Company 


Contact Your Local Typewriter Dealer 
Or Refer to Your Red Book 


> 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


O.folder 


ede M. a 


Your “filing and finding” ye disappear when 


you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 
You will appreciate the oo and accuracy with 
which your records are filed and y instantly 
available for reference. Your clerks will ——— 
the ease and accuracy because all the tugging and 
—— of wy folders is eliminated. Guide-O- 
Iders just glide back and forth on their steel 
frames with ger tip ease. 
Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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Department, Detroit Edison Company, Detroit, talking on 
“Increasing Office Productivity by Job Enlargement”; W. 
Keith Hafer, Director of Human Relations, Fischer and 
Porter Company, Hatboro, Pennsylvania, who will present 
“An Integrated Personnel Program for the Small Office”; 
and Dr. Lydia G. Giberson, Personal Advisor, Metropolitan 
Life Insurance Company, New York, who will review ways 
to “Salvage the Problem Employee.” 

Last event of the conference will be the luncheon on 
Wednesday at which Peter F. Drucker, author and man- 


agement consultant, will talk on “The Spirit of an Organi- 
zation.” 


Record number of exhibits 
(From page 29) 


management and executive levels. Only adults over nineteen 
years of age are admitted, and the show’s officers believe that 
the careful distribution of invitations among the exhibitors, 
clients, and prospects, members of business associations, and 
management and supervisory personnel insures that the 
products on display will be viewed only by customers genu- 
inely interested. 

A survey of show visitors last year disclosed that 84.3 per 
cent of them were executives or acted on a policy-making 
level within their firms, show officials declare, and it is 
expected that this year’s breakdown of visitors will be ap- 
proximately the same. 

The program planned for Business Week includes talks 
by leading business and industrial leaders, official acknowl- 
edgements, and other features emphasizing business’ con- 
tribution and place in the American economy. 


Over half of office employees 


(From page 25) 


Specialization in these new fields is essential in the large 
office for two reasons: just to keep the office functioning, 
and to save money. Practices which are in any degree in- 
efficient can mean serious financial loss to a concern em- 
ploying hundreds of people on its office staff, whereas the 
same degree of inefficiency in an office employing four or 
five people would be insignificant. 

The day of the expert, in other words, is just beginning. 
Not because it is fashionable to have specialists on the pay- 
roll, but because it is financially imperative to have them 
there when an office grows beyond a certain size. And, 
as more and more of the country’s clerical workers are 
siphoned into major offices, the demand for the expert will 
undoubtedly continue to grow. 

America has already seen the emergence of “the office 
manager” from an ambiguous title signifying very little to 
a term denoting a man or woman whose responsibilities 
are very real, very important, and very well defined. Now, 
with the increasing complexity of office procedures and the 
increasing size of office staffs, even the best qualified exec- 
utive in the office management post is finding it more and 
more necessary to rely on specialists for aid in determining 
the technical detail on how each of the departments under 
his direction shall function. 

Top office management in turn is emerging from its 
sphere of technical functioning alone, and, by delegating 
the technical details to assistants, moving onto the policy- 
making level. 
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A Time-Saving "DUX" On Every Desk 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 
Available at all leading 


Office Supply & Station- 
ery Stores. 


Exclusive Distributor 
Fred Baumgarten 


675 Cooledge Ave. 
Atlanta 6, Georgia 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


the new ATLAS 
NEGA-PLATE_HANGER 


Designed especially for the users 
of 10" offset plates and negatives, 
this new hanger provides the max- 
imum in protection and accessi- 
bility. Two heavy-duty envelopes 
come with each hanger—each en- 
velope printed for separate iden- 
tification of plate and negative. 
The Nega-Plate Hanger will fit 
the Atlas Deluxe, Twin Deluxe or 
Jumbo Cabinets. Write us for 
complete specifications and addi- 
tional information. 


== = 


ATLAS STENCIL FILES CORP. 
16726 Westfield Avenue Cleveland 10, Ohie 


95 
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ADVERTISER'S INDEX 


Make 


A H 
Your Abco Plastics & Supply Co 82 Herald Sales 
| Agency—H addon Wi ood Ivins Adv. Agency—William E.. Jary Co. 
Acco Products, Inc 93 Hygrade Printing & Stationery 
i gency—LaPorte & Austin, Inc. Co , Inc. 
Ace Fastener Corp 92 
igency—The Vanden Co., Inc. 1 
All-Steel Equipment Inc. 3rd Cover Imperial Desk Co 
1 gency—Hollingswort) and Collins igency—Keller-Crescent Co. 
De artment | Aluminum Seating Corp 89 Indiana Desk Co 
Pp Alvin Co 93 i gency —Keller-Crescent Co. 
igency—K.C. Shenton Adv. Service Industrial Tape Cor 
American Automatic Type- igency—The Aitkin-K ynett Co. 


writer Co 79 International Business Ma- 
igency—Frank ©. Nahser, Inc chines Corp 


American Carbon Paper Mfg. Igency—Cecil & Presbury, Inc 
o 


i gency— Rogers & Smith J 
Ames Supply Co Jasper Chair Co 
Atlas Stencil Files Corp igency—Zimmer-McClaskey Ad: 
i gency— Packaging Designing 4 Jasper Seating Co 
Advertising i gency—Keller-Crescent Co. 
Avery Adhesive Label Corp 89 
{gency— Martin R. Klitten Co., Inc K 
Kee Lox Mfg. Co 
. L 
Bainbridge, Ki t H ° 
eine g impton & Haupt ‘a Leapelé Co 1s 
Bassick Co.. Tle 85 Agency—N. A. Winter Adv. Agency 
igency—James Thomas Chirurg Co 
Inc. M 
Baumgarten, Fred 95 Macey-Fowler, Inc 4 
Beach Publishing Co 95 \ gency—Givaudan Advertising, Inc 
Berger Mfg. Div. Republic Steel ent Calculating Machine 
orp 78 = aye 
Agency— Meldrum & Fewsmith, Inc 1 gency—Doremus & Co. 
Bigelow Sanford Carpet Co 22 Metal Office Furniture Co ° 
igency-—Young & Rubicam, Inc. igency—Wesley Aves & Assoc., Inc. 
Binney & Smith Co 96 Mittag & Volger, Inc - 


A gency—Atherton & Currier, Inc \gency-—Campbell-Ewald Co., In¢ 


f Morris Co., Bert M., The 76 
Clockwork! i eency—Hixson & Jorgensen, Ine 


¢ 
Carbon-Feedmaster Co 9 N 
igency—-Arbingast, Becht & Asso National Business Show Co 71 
ciates, Ine Agency—Osgood & Hazen 
Challenge Machinery Co 68 National Vulcanized Fibre Co ¥ 87 
a tgenes Simmonds & Simmonds, igency—John Gilbert Craig, Adv., 
ne. Inc. 


Clary Multiplier Corp 72, 73 Neenah Paper Co | 

| mAgency — Barton, Durstine & 1gency— Burnet-Kuhn Adv. Co. 
soorn, nc. 

| Cole Steel Equipment Co., Inc. oO 


53, 54, 55, 56 P . P 
1 gency—Ehrlich & Neuwirth, Inc. Oakville Co., Div. Scovill Mfg. 


| Co 
® jo. Telephone & Electric , A gency— Edward Graceman & Assoc. 4 
orp 2 
\gency-—Haydon, Dukeshire, Inc Office Management 
Outlook Envelope Co 
{gency —Arthur C. Barnett, Adv. 
D Ozalid Div. of General Aniline 
17 
Marking Crayon 


There's an efficient, foolproof STAONAL crayon for every purpose 


< 


Agency—Batten, Barton, Durs‘ine & igency—The Biow Co., Inc. 
Osborn, Inc. 


Dick Co., A. B 12 P 
igency—Fuller > Smith & Ross, Inc 
| Ditto, Inc 83 Agency——The Aitkin-K yneti Co. 


| 
Dennison Mfg. Co 69 & Film Corp 
| 
| 


Permacel Tape Corp 


| Agency—Tim Morrow Adp, Personality Guild, Inc 

DuPont de Nemours & Co., Pitney-Bowes, Inc ‘ 
—shipping, receiving, pricing, assembling, warehousing, inven- | Inc., E. 1., Grasselli Chemi- Agency—L. E. McGivena & Co., 

i : . : ‘ cals Dept 47 Plymouth Rubber Co., Inc 
torying. Or if you need a special kind, tell us your problem—we're | Agency—Batten, Barton, Durstine & 1 gency—H irshon-Garfeld, Inc 
: | Osborn, Inc. < ‘ . ; 

used to solving every kind! ii aan Pronto File Corp 53, 54, 55, 56 
E Agency—-Ehrlich & Neuwirth, Inc 
Esterbrook Pen Co., The 10 R 
permanent, or semi-permanent, as required. i gency—The Aitkin-Kynett Co. 


STAONAL marking and checking crayons are gritless, waterproof, 


Remington Rand, Inc 59 
F Agency—Leeford Adv. Agency, Inc. 
, Resolite Corp 74 
For checking purposes STAONAL No. 1 Faber Pencil Co., Eberhard 16 heenep Dan W. Frye Adv. 
For marking china, tin, etc STAONAL 1 CT | s@ Agency—Hicks & Greist, Inc. Roberts Rubber Co., Weldon 90 


| Federal L Leaf C 1g »—LaPorte & Austin, | 
For general marking and shipping ............STAONAL No. 2 | Agee ieend aoe 4 eee ee oe 


igency—Richmond Adv. Service, Inc, s 
i | d celloph STAONAL No. 4 | Field & Co., Marshall o 
~ ited iota sips — | igency—Calkins & Holden, Carlock Sell Corp P 
For marking leather, fabrics .. .STAONAL No, 5 McClinton & Smith, Inc. 1 gency —Burlingame-Grossman Adt 
For marking rubber STAONAL No. 11 | G Smead Mfg. Co., Inc., The 19, 20 
A zency—Greene Engraving Co. 
For marking wet or dry lumber STAONAL No. 29 ~— General Binding Corp See tin TK 14 
Agency—Robertson & Buckley, Inc. 

Ganesid Pin Sue Co., Th n Stow & Davis Furniture Co. 3 
| ““Agency—The Griswold-Eshleman Co, Sturgie —— yg 2nd Cover 
SEND FOR FREE | Goodall Fabrics, Inc 67 Rgency—Eiaed AGe. AgenCy 


Agency —Ruthrauff = Ryan, Inc U 


illustrated marking BINNEY & SMITH COQ, rai co., George B 85 Underwood Corp 


: \ gency —Eddy-Rucker-Nickels Co., 4 gency— Marschalk & nao 
crayon price sheet 41 E. 42nd St., New York 17, N. Y. The 


| Gray Mfg. Co., The 13 Ww 
| Agency—-French & Preston, Inc. Wellington Sears ’ 77 
| Guide System & Supply Co 94 4 gency —Ellington & Co., Inc. 
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to Dept. TOM Celebrating 50 years of CRAYOLAW Leadership 
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wv sa tapiroecl AN A§& DEALER NEAR YOU! 


Write for catalog and 
name of nearest dealer, 


STEEL OFFICE FURNITURE 


LOOKS BETTER... LASTS LONGER... LOWERS COSTS 


Visit your ASE dealer and take a critical look. Convince yourself that 
there’s more real dollar-for-dollar value in ASE office furniture. 
You'll find countless product advantages exclusive with this complete 
high-quality line of desks, chairs, files and office equipment. 


(v 
BETTER BUILT FOR BETTER BUSINESS 
A 


\ { 


, 


\ jy —_, | —_ 

| - 

ons ———, wardrobe 

ee: filing rc 

o—S blueprint cabinets 
chairs ~ ~~ cabinets — files 
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Underwood Eleetrie 


... made by the Typewriter Leader of the World 


PPrrrrerrrrri tir 


Before you buy any typewriter 
... be sure to try the new 


Underwood Electric! 


* * Write your name and business address on the 
coupon... cut it eut and mail it today. We 
will ask your local Underwood Representative 
to let you try this exciting. fast-writing ma- 
chine in your own office. on your own work. 
You'll love it! 


Underwood Corporation 


Typewriters ... Adding Machines... 
Accounting Machines 
Carbon Paper ... Ribbons 
One Park Avenue, New York 16. N.Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everviwhere 
RATION 
per 
SA 
| UNDERWOOD | ‘ 


25 gus 


Underwood Corporation On-20-58 


One Park Avenue. New York 16. N.Y. 


| am happy to accept your 


ELECTRK 


invitation to try the Underwood 


. without obligation on my part. 

AM. 
: askin date _P.M. seems to be 
convenient. But have your representative telephone first, to confirm. 


Name Phone 


Address 
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